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1. PREFACE

1.1 Purpose
This document has been developed to provide United States Coast Guard (USCG) Auxiliary
users with instructions and information necessary to use the Auxiliary Data (AUXDATA)
system. The goal of this document is to provide the Auxiliary with an Overview Guide for
training new personnel and guidelines for using the AUXDATA system.
1.2 Intended Audience
The following is a list of groups for whom this document was created:

e Assistant Commandant of Operations (G-O)

e Office of Auxiliary (G-OCX)

e District/Director of Auxiliary (DIRAUX)

e Division

e Flotilla.
1.3 Style Conventions

This document uses specific type styles to differentiate commands, directory names, and so
forth, from the main text. The OSC Documentation Standard describes the use of type styles
for this purpose.

1.4 Security and Privacy

Increased security has been added to the AUXDATA application. The ability to create, read,
update, and delete data in the centralized system is based on the user's role and position. User
Identification (ID) and passwords to the system indicate the allowable permission level a user
has and prevent users from performing any actions in AUXDATA beyond the scope of their
level.

The USCG has migrated to a Web-based environment using the USCG Standard Workstation 111
(SWIII). The new AUXDATA, which is a Solaris-Oracle-Internet Explorer (IE) application, is
Web-based and runs on any workstation or laptop which supports the Microsoft (MS) IE Web
browser, which includes all SWIII computers. Architecturally, the Auxiliary Management
Information System (AUXMIS) Il legacy system moved from a Computerized Tomography
Operating System (OS)-based system to become AUXDATA in an MS Windows NT
environment and has a completely different look and feel.
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2. BUSINESS PROCEDURES

In the past, AUXMIS Il business procedures mandated that users produce paper records and
reports using local logs. Users were unable to view the data in the central database to determine
if the USCG Headquarters (HQ) AUXMIS 11 data clerk had entered the paper report correctly.
The new functionality of AUXDATA changes some of the business procedures, which were in
place during the use of the AUXMIS Il Legacy central computer system. Most notably, users
enter the data into a log format directly in the AUXDATA central database, nearly eliminating
mailing, faxing, or message traffic submission of quarterly reports.

2.1 Changes to Business Process

This section discusses many of the business process changes resulting from the use of
AUXDATA.

2.1.1 Settings for AUXDATA

For AUXDATA to function, Regional System Managers must load the J-Initiator 1.1.7.18 plug-
in to MS IE. This version of J-Initiator is part of the USCG Standard Image 4.6 and higher.

Also, Adobe Acrobat Reader must be configured properly to view reports. To configure Adobe
Acrobat Reader, perform the following steps:

1. Open Adobe Acrobat Reader.
2. Click File.

3. Point to Preferences, and then click General.
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4. Ensure the Web Browser Integration check box is not selected (see the following figure).

General Preferences E3
Dizplay

v Usze Greek Text Below: |6 Pinels

[+ Smooth Test and Images

v Dizplay Large Images

Drefault Page Layout; |Single Page

Fage Urits; | Inches

[ Display Page ta Edage

-
i
Substitution Eonts: |Sans & Serif j
7

Current Language: |Engli$h W - Llze Logical Hage Mumbers

ki agrification

Default Zoorm: | Fit width - M= MFit Mizible'! Magrification: | 300 ik

LCoalor
M ariaueienl Syslen. |Buill-ir| Ch5 j
Dptiors
v - Allow O ackaround Dawinloading [ e Mage Cache
W Dizplay Splazh Screen at Startup [+ &llow File Dpen Links
[ Display Open Dialog at Startup [ fweb Broweser Integratiord

W Open CrozsDoc Livks in S ame Wikdow

Ok, Cancel

Figure 2-1 Clear Web Browser Integration Selection
5. Click OK.
Adobe Acrobat Reader is properly configured to view reports.

2.1.2 Definition of a Resource

The old AUXMIS Il Reporting system treated Aircraft, Boats, Radios, and Units as unique
resources with very unique reporting requirements. AUXDATA has changed to manage each
resource equally. Therefore, the data capture process is fundamentally the same regardless of the
type of resource the user is reporting.

AUXDATA only captures resource hours, allowing the unit to report the performance of only
one mission at any given time. Employment hours were determined by the USCG to be
unnecessary in justifying resource utilization, and therefore, were eliminated.

2.1.3 Activity Logs
AUXDATA uses a unique Activity Log for each Resource.

One of the major benefits of the common Activity Log structure is that the statuses of all USCG
Auxiliary resources can be determined at any time by generating a summary report of the last
activity entry for all resources within an organizational structure such as a District or Flotilla.
Once all users begin updating the logs in real time, there may no longer be a need to send a
change in status message for individual resources.
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New missions and employment categories have been incorporated in the new AUXDATA
application, and some old employment categories have been omitted or changed.

2.1.4 Crew Participation in USCG Auxiliary Missions

AUXDATA gives users the capability to assign crewmembers to the resource’s activities.
AUXDATA populates the USCG unit’s roster of personnel by pulling assignment data directly
from the Direct Access system. Pulling data directly from the same system used to assign
Auxiliary members eliminates the need for unit users to maintain or create the basic information
on USCG members; the maintenance and creation is already done by Personnel Reporting Units.
AUXDATA currently refreshes its rosters from Direct Access once a week, so there is the
possibility that a USCG Auxiliary member who arrives at a unit one day after the roster refresh
will not show up on their new unit’s roster for six days. Since AUXDATA has the full listing of
USCG Auxiliarists, users can assign any one member, to an activity, regardless of whether the
member is assigned to the unit.

2.1.5 Data Submission

In the past, information was gathered, placed in a report, and sent to the Director of Auxiliary
(DIRAUX) in paper form on a regular basis. With AUXDATA, users are able to enter mission
data daily into the database and all users are able to view the data as soon as it is entered.
AUXDATA nearly eliminates the need for paper records and mailed reports.

Since data entered into AUXDATA is stored in a central database at the Operations Systems
Center (OSC), there is no need to submit quarterly data. However, DIRAUX will need to verify
the reported activities within their unit's resource logs using an approval process within
AUXDATA. To eliminate the data entry and validation crunch at the end of the reporting
period, AUXDATA activity data should be submitted into the database as soon as practical, but
no later than two weeks from when the activity took place.
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3. AUXDATA FUNCTIONALITY

AUXDATA has its own built-in navigational tools, which include various menus and return
links. Do not use the browser's Back and Forward buttons to navigate through AUXDATA.
The menu items and the return links (when available) may be used at any time to navigate while
logged on to the system. Buttons represent all menu items and return links. When clicked with
the mouse, the buttons link to a new page or a previous part of the application.

The AUXDATA main menu is shown in the figure below.

m AUXDATA V1.2

[ us. constousmouniiaRy

Activity Logs

I \ l | Member Status
D x Resource Status
A TA

35,000 men and wornmen who donate their EXIT
tirme and expertise to support the Coast Guard
and improve hoating safety.

ALKDATA Table Management I

Figure 3-1 AUXDATA Main Menu

3.1 Main Menu Overview

Click any of the AUXDATA main menu options to use each tool. A general description of each
mouse-activated menu option is listed below:

Activity Logs

The Activity Logs button allows users to view, create, or modify the activity log class data for
aircraft, boats, radios, and units. This feature also allows users to record the progress of task
training for crewmembers. Activity approvals are performed through the Activity Logs button.
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Member Status

The Member Status button allows users to record the status of members of the unit and any
subordinate units.

Resource Status

The Resource Status button allows users to view, update, and insert information on the
resources listed for the unit.

Reports

The Reports button allows users to run an AUXDATA report of choice.

Training

The Training button links to the Training Management Tool (TMT) application.

EXIT

The Exit button logs the user off of the AUXDATA application.

ALNDATA, Table Management |
The AUXDATA Table Management button links to the Table Management System.

3.2 New Capabilities

AUXDATA has new capabilities, such as increased system security, ad hoc query/reporting, file
downloading, and a graphical user interface (GUI).

AUXDATA provides functionality consistent with the AUXMIS |1 legacy system. AUXDATA,
under a Sun Microsystems' Solaris platform, is a GUI application and uses MS Windows screen
objects, such as drop-down menus, shortcut menus, command buttons, option buttons, and so
forth.

3.3 Access to Information

The USCG AUXDATA centralized database resides at the OSC. Through Web browsers, users
may access the same central database, from any location with a user ID and password, to
perform daily tasks. This central database is updated in real-time, meaning the instant a user
modifies or enters data in the system; all other users may view the current data.
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3.4 Web Functions

As a Web-based system, AUXDATA requires certain data entry and procedural actions for the
best results. This section and its subsections discuss some important tips to use when working
with AUXDATA.

3.4.1 Date Field Formats

All days are to be treated as 24-hour days. Disregard the artificial effects of changing between
Standard and Daylight Savings Time or crossing time zone boundaries. The Zulu offset must be
adjusted before entering any dates into the system. When entering dates in AUXDATA, the
following two date formats are used in different instances:

e Date Only: {ddmmmyyyy}, where {dd} is the two-digit day, {mmmY} is the first
three letters of the month, and {yyyy} is the year.

For example, an event that occurs January 15, 2001 is entered as: 15JAN2001

e Date and Time: {ddttttmmmyyyy} — Date Time Group (DTG) format, where {dd}
is the two digit day, {tttt} is the time on a 24 hour clock, {mmm3} is the first three
letters of the month, and {yyyy%} is the year.

For example, an event that occurs January 15, 2001 at 1143 hours is entered as:
151143JAN2001

Most of the AUXDATA reports allow users to enter a date into a date field by using a Calendar
feature. To enter a date into a date field using the Calendar feature, perform the following steps:

1. Click the [ ]to the right of the date field.
The Calendar appears, similar to the following:

END DATE ]|

== October 2000

Sun (Mon | Tue |Wed | Thu | Fri | Sat

1 2 3 4 = G T

= 9“11 12 (13 | 14

19 [ 16 |47 |18 |19 |20 |2

22123 |24 |25 |2 |27 |25

29 130 |3

Ik, CAMCEL

Figure 3-2 Calendar Feature

2. Use and buttons to select a {year}.
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3. Useandi \

| buttons to select a {month}.
4. Click the desired {day}, and then click OK.
The Calendar is closed and the date selected appears in the date field.

3.4.2 Required Fields

AUXDATA contains many required fields, which represent the minimum amount of data
necessary to enter a record in AUXDATA and which may not be left blank. AUXDATA will
not allow users to continue if a required field is left blank. Instead, an error will be received and
the user must enter the required data in the field in order to continue.

3.4.3 Queries and Searches

Any time a user is prompted by AUXDATA to enter search criteria, the following options are
available, depending on the information the user has and the results the user would like to
retrieve:

If the user knows exactly what item is being searched for, enter as much information
as possible about that item.

The unique item matching the search criteria appears.

e If the user knows only a small piece of information (perhaps only a portion of a word)
to enter as search criteria, enter that information in the appropriate field and use the
percent symbol (%) as a wild card. For example, when searching for a particular
crewmember who has a "ch" in the last name, enter: %ch%o

A list of every entry matching the search criteria appears. For example, if %ch%b is
entered, every last name including "ch™ appears.

e If the user knows the last letter or letters of the item being searched for, enter this
information preceded by a percent symbol (%). For example, when searching for a
particular crewmember whose last name ends with "ch", enter: 26ch

A list of every entry matching the search criteria appears. For example, if 2och is
entered, every last name ending with "ch™ appears.

o |f the user knows the first letter or letters of the item being searched for, enter this
information followed by a percent symbol (%). For example, when searching for a
particular crewmember whose last name starts with "ch™, enter: ch%o

A list of every entry matching the search criteria appears. For example, if ch%s is
entered, every last name beginning with "ch™ appears.
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e If the user does not know any information to enter as search criteria, leave all the
search criteria fields blank, and then click the Find button at the bottom of the screen.

An entire listing of entries for the unit appears. If another query dialog box appears
before the list appears, AUXDATA is giving another chance to refine the search,
because the list will be large. Use any of these three options in the second box as well
to refine the search or to retrieve the entire list. To display the entire list, ensure the
percent symbol (%) is in the text box, and then click OK.

3.4.4 Toolbar Options

A toolbar menu, which offers query and navigation tools, is available throughout the
AUXDATA application (see the following figure).

Action Edit Query Clear wWindow

Figure 3-3 Toolbar Menu
The Action menu option offers the following commands:

Edit Query Clear Window

Display Error
Print

Exit

Figure 3-4 Action Menu
The Edit menu toolbar option offers the following commands:

Action Guery Clear Window
L LEE Cut

Uni ©2py Officers |
EEsie

Edit
List of Walues

Figure 3-5 Edit Menu
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The Query menu option offers the following commands:

Action Edit RelEGR Clear Window

e, Enter _

Units Execute brs; |
Eancel

Last Criteria
Count Hits
Fetch Mext Set

Figure 3-6 Query Menu
The Clear menu option offers the following commands:

Figure 3-7 Clear Menu
The Window menu option offers the following commands:

Action Edit GQuery Clear RETags

r5 AUXDATA Menu Cascade
Tile Horizantally
Tile Werically

ﬂ ® | ALDATA Menu

Figure 3-8 Window Menu
To execute a query for a data field, perform the following steps:
1. Click the Query menu.
The Query command list appears.
2. Click Enter.
All data fields become blank.

3. Enter search parameters using the guidelines in Section 3.4.3, Queries and Searches, for any
and all data fields for which a user may wish to execute a query.
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4. Click the Query menu.
The Query command list appears.
5. Click Execute.

All records matching the search parameters entered in Step 3 appear.

3.4.5 Lists of Values

When the cursor is placed in certain data fields, a List of Values message appears at the bottom
of the window. This list may be accessed by pressing CTRL-L or by clicking the List of Values
button. The List of Values dialog box appears similar to the one shown in the following figure:

Activities E3
IPHP I PORT HOMEPORT
TRAILER TRAILER ABOAT TO AN AL
LA LIMDERWYAY
K1 o

(8] 4 Qancell Eind |

Figure 3-9 List of Values Dialog Box

The search may be refined further by entering text in the Find field using the guidelines in
Section 3.4.3, Queries and Searches, and then clicking the Find button. After a successful
search, select the chosen items, and click OK.

The selected items are placed into the data field.
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3.4.6 List Boxes

A list box is similar to a text box in AUXMIS, but has an arrow on the right end of the box.

Click the arrow on the right end of the list box to view a list of defined options. Data cannot be
entered in lists; only selections from the available option list may be made. An example of a list

box is shown in the following figure:

ALLKILIARY ACHIEVEMENT AWARD

Figure 3-10 List Box
To use a list box, perform the following steps:

1. To view the options, click the arrow = on the right end of the box.
The list of options appears on the screen, similar to the following:

Aardd

CHIEVEMEMT AVARD

AFRAS GOLD AWARD

AFRAS SILVER AVWARD

ALILIARY ACHIEVEMENT AWARD

ALEILIARY COMMANDANT LETTER OF COMMEMNDATION
) ALRILIARY COMMENDATION AWARD

ALKILIARY EXAMIMER PROGRAM RIBBOMN
HALKILISRY HUMANITARIAN SERVICE SAWARD
'AL}KILIAHY INSTRUCTOR PROGRAM RIBEON

Figure 3-11 Option List
2. Move the mouse to select the data.

The list closes, and then the data selected appears in the list box.
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3.4.7 Filters

A filtering feature is available throughout AUXDATA (refer to the following figure for an
example), which allows the user to quickly find a record(s) in a list.

Filter the records displayed by entering
values in any of these fields;

MEMBER ID ||

CREWM MEMBER |

URIT MUMBER: |

FILTER: |

CANCEL |

Figure 3-12 Filter
Perform the following steps to filter a list:
1. Click the Filter button.

2. Inthe dialog box that appears, enter a {value} in any one or all of the fields provided to filter
the list.

3. Click Filter.

The list is populated only with the records that have the specified value, and then the
Filter button becomes an Unfilter button.

3.4.8 Column Heading Buttons

Sorting using the column headings buttons is available throughout the AUXDATA application
(refer to the following figure). These buttons list items alphabetically, numerically, or
alphanumerically.

hember |0 Member Mame Unit Mumber Uit Matme Status

Figure 3-13 Column Heading Buttons

1. To alphabetize using the Member Name, click the‘ Llistulsiet ez Ibutton.

Member Name lists the Members.
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4. CONNECTING TO AUXDATA

This section discusses the necessary user names, passwords, associated access levels, and
procedures to log on to AUXDATA.

4.1 Access Levels

NOTE: This user guide covers actions and procedures for all access levels. Not all users will
have permissions to perform all the procedures in this guide. Each user should discern
which procedures apply to each role, or class, in AUXDATA.

All authorized AUXDATA users have the ability to view all of the aircraft, boat, radio, and unit
data in AUXDATA through the Reports menu. The ability to create, read, update, delete, and
approve data in the system is based on the user's role, or class.

All users have unique identification numbers. Users’ identification numbers are directly related
to the user’s assigned unit. Therefore, when logging on to AUXDATA, a user will only see the
resources assigned to that unit and may only update activity logs for resources assigned to that
unit.

The following is a brief description of each of the three access levels:
e Flotilla Level
Flotilla level users have access in AUXDATA to create and update log activities.
NOTE: No action can be performed on approved logs.
e DIRAUX Level

DIRAUX may log on as Air, Boat, Radio, or Unit users. DIRAUX has access in
AUXDATA to approve data at the command level by using Approvals and to create,
update, and delete data in their unit's Activity Log.

e Headquarters Level

Headquarters level users have access in AUXDATA to approve data at the HQ level.

4.2 Logging On To AUXDATA

AUXDATA is accessed through the Web browser on a Personal Computer (PC) or a USCG
SWIII. To access AUXDATA, perform the following steps:

1. LogontoaPCoraUSCG SWIII.

2. Open the MS IE browser by double-clicking the @ icon on the desktop.
The MS IE browser opens.
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3. Inthe Address bar of the browser, enter: http://auxdata.uscg.gov, and then press
ENTER.

The AUXDATA Home page appears, similar to the following:

ALXDATA WILL BE UMNAVAILABELE FROM 2000 TO
2400 (EST) ON JANUARY 30, 2003, TO
FACILITATE OSC-WIDE MNETWORK UPGRADES.

T GUARD AUXILIARY
Amers fosavars ="

AUXDATA
Version 1.3.15
USCG A ¥ M Infor Syst

- W A RN I

N G ! -
b kbbbt by Tilbe 18 USC So

RUET

| Application Links

CGONS | SWelll Users: Fuoduction atsbass Tesning Databsss
CGON | SW-Ill Users =
with Jinitiator 1.1.8.16: educiion Dalabese

Internet Users: Foduction Dalsbese

o e LpComing Cilnx sener downtin

Mote 1o Macktash Uearm: Hers o the 0 for e nstallsficn snd configuratio
G WEh wall fanuire Adote Acrabat Fesder

System Backup Schedule

Production [ Sche 1

Hane curmntly schadulsd

I'raining D D
tane cunently schoduled
Clirlx Server Downthne Schedule

Hane cunmsntly scheduled

00 aoskcaon Kk

Overview Guide

CRETTs

00 sukcsion ks

Auxmils System Update

HRelease Notes

[Auxdata Version 1.3.16 & Post-release QCR= (last updated 1/28/03):
85 WORD

Related Links

USCE Home Pags OO Sunilisy Home Page  Commandant lstructions EAGH  AUKINEO Beppats

[ P —— T [ ——

G s
America’s America’s
Veolunteer Volunteer

Lifesavers Lifesavers

Figure 4-1 AUXDATA Home Page

WARNING: Only connect to Production for official business reasons; Production may not
be used for training or practicing on the system. To train or practice on the
system, connect to Training.
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4. Scroll down the page and, using the links appropriate to the computer being used, click the
Training Database hyperlink to connect to the development-training database, or click the
Production Database hyperlink to connect to the production database, where official
business is performed. Use the links for Jinitiator 1.1.8.16 if using a Windows XP using
Microsoft Internet Explorer 6.0, and have a Pentium 4 processor.

A window appears, similar to the following:

=5 Oracle Developer Forms Runtime - Web

Wiindowe

WARNING: PROTECTED SYSTEM.
ABSENCE OF ACCESS CONTROLS IS NOT AUTHORIZATION TO ACCESS!

Unauthorized access is a violation of LS. Law and Commandant policy and may result in criminal or administrative
penalties. Users shall not access other user's or system files without proper autharity
Absence of access controls IS NOT authorization to access! USCG information systems and related eguipment
are intended for communication, transmission, processing and storage of .S, Government information. The
system and equipment are subject to manitoring to ensure proper functioning, protect against improper functioning,
protect against improper or unauthorized use or access, verify the presence or perfformance of applicable security
features or procedures, and other like purposes. Such security monitoring may result in acquisition, recording, and
analysis of all data being communicated, transmitted, processed or stored in this system by a user.
If security monitoring reveals evidence of possible criminal activity, such evidence may be provided to law
enforcement personnel. Use of this system constitutes consent to such security monitaring.

Username Pazsword

Cancel ] Change Passward

|Record: 111 [ | | |

Figure 4-2 Logon Window
5. Enter the {user name} and {password}, and click Logon.

NOTE 1: An account will be locked after three failed logon attempts. The user should contact

the DSO-IS or SO-IS to have his/her account unlocked or wait 1 hour for the account
to automatically unlock.

NOTE 2: A user password will expire in 90 days. The user will be alerted at logon 15 days
before the expiration date and can change his/her password at that time. If the
password is not changed by the 90" day, the account will be locked.

NOTE 3: After 90 days of inactivity, the user account will be locked. After 180 days of
inactivity, the user account will be dropped (expired).

NOTE 4: If auser’s account is locked or expired, the user will be notified at logon with an alert
message. If this occurs, the user should contact the SO-IS or SO-1S for assistance.
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6. A first-time user should log on using the appropriate default user name and password (as
explained in the note below). The system will prompt the user to change his/her password.
Change the temporary password using Section 4.3, Changing a User's Password.

NOTE: The user ID of a first-time user will be his/her first initial followed by his/her last name.
For example, John Smith’s user ID would be jsmith. The temporary password for a
first-time user will be AUXuserid_1. In other words, the user ID will be comprised of
AUX, the user ID, and _1. Example: AUXjsmith_1.

The user is connected to AUXDATA, and the AUXDATA main menu appears, similar
to the following:

i AUKDAT A V1.2

[T us coustcumoaunLiagy

Activity Logs

I \ l l Member Status
D x Resource Status
A T A

Training

35,000 men and wamen whao donate their EXIT
tirme and expertise to support the Coast Guard

and improve boating safety I_Iﬁﬂmj‘wmr“
ALKDATA Table Management | I

Figure 4-3 AUXDATA Main Menu

7. Once logged on to the AUXDATA database through a browser, a user may perform
Auxiliary duties. Continue to the next sections for guidance with various AUXDATA tasks.
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4.3 Changing a User’s Password
To change a user password, perform the following steps:
1. LogontoaPCoraCG SWIILI.

2. Open the MS IE browser by double-clicking the @ icon on the desktop.
The MS IE browser opens.

3. Inthe Address bar of the browser, enter: http://auxdata.uscg.gov, and then press
ENTER.

The AUXDATA Logon screen appears.

4. Enter the {user name} and {password}, select the Change Password check box, and click
Logon.

The Change Password screen appears, similar to the following:

%5 Change Password

Hew Password:l

Required Password Criteria

Confirm Passwurd:l

-

Must he at least 8 characters in length.

2. Must contain at least one number, but can't start

with a number.

Must contain at least one alphabetical character.
Must contain at least one of the following special
characters: # § _, but cant start with a

special character.

5. Must not be the same as user name.

6. Must not he too simple.

7. Must not he the same as your previous password.

i

Example of new password: exa#mdpl

Figure 4-4 Change Password Screen

NOTE: To be valid, the new password must conform to Required Password Criteria listed on
the Change Password screen.

5. Enter a new {password} in the New Password field, re-enter the new {password} in the
Confirm Password field, and then click Change.

A message box appears indicating the password was successfully changed.
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6. Click OK.

The password is changed. The user is logged on and the AUXDATA main menu
appears.
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5. ACTIVITY LOGS

The Activity Logs portion of AUXDATA is the most important and most widely used portion of
the system. In the Activity Logs, users must keep a continuous log of activities for a specific
aircraft, boat, cutter, or radio by entering activities each time the mission status changes.
AUXDATA computes and produces all numbers and reports when it is time to run a report,
which obviates the need for the user to calculate the numbers. AUXDATA allows users to enter
activities at any time (immediately after the activity, incrementally, or all at once), but the user is
responsible for ensuring the business procedures defined in Section 2, Business Procedures, are
followed. The Activity Logs provide the following options:

e Aircraft

e Boat (including cutter boats)
e Radio

e Unit.

Refer to Appendix A, Activity Logs Button Flow Charts, for examples of inserting the following
activities: ATON Patrol (Boat), Public Education (PE), Radio Mission — Marine Patrol (Radio),
Safety Patrol (Boat), and Vessel Safety Check (VSC).

To use the Activity Logs, perform the steps in this section and subsections.

NOTE: For the purpose of this user guide, the procedures and examples provided following are
based on the Boat option. Aircraft, Boats, Radios, and Units have similar actions, but
details, such as list items and resources, vary with each.
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5.1 Create Activity

To create an activity for a resource (aircraft, boat, radio, or unit), perform the following steps:

Activity Logs

1. Click the L :| button from the AUXDATA main menu.
The Boat Resources screen appears, similar to the following:

1 Oracle Forms Runtime M=

Action  Edit Quem  Clear
£ Activity Logs

Rezources | Activity Logs

DIST 054
€ Aincraft " Boat " Radio & Uit

Select a resource (hoat/cutter) and proceed to the Activity Logs'tab page to addiupdate Activities

Type Unit Mumker Unit Marme Resource Start

5 FIFTH SOUTHERMN 0 -JAaM-2002 B

WORTHERM CHESAPEAKE 07 -JAM-2002

OIS 1134003 054-02 FOTOMALC 1 -JAM-2002
il 1134009 154-03 CHESAPEAKE 1 -JAaM-2002
il 1134013 154-04 SOUTH EASTERM SHORE 1 -JAM-2002
O 1134023 054-05 HakPTOM ROADS 1 -JAM-2002
OIS 1134031 054-08 FEMHIMSLILA 1 -JAM-2002
il 1134039 054-07 MIODLE CHESAPEAKE 1 -JAM-2002
O 1134045 054-03 BLUE RIDGE 1 -JAM-2002
OIS 134082 054-09 FIEDMONT 04-FEB-1573
il 1134089 154-10 Si CaROLINA COASTAL 15-JA4M-1966 j

Wenu | FILTER |

|Recaord: 147 [ |<05C> [<DBG: |

Figure 5-1 Boat Resource Screen
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2. Click the desired {resource}, click the desired {unit}, and then click the Activity Logs tab.
The Activity Logs screen appears, similar to the following:

fem Activity Logs
Resources Activity Logs | Lctivity Lo etails | CrewAssignmentsl Tjactis | TaslCantire |
DIV 130-01

Create and update activity logs for this resource. Some fields are required. Use the 'Cancel Insert' button to get out of a reqg'd field,

Zulu  StartDate Local | Sub

Offset DD HHMI MO Y Activity  Status Activity Mizsion Sub-Mizsion Cperation Opeaon Rermarks
Date Created | Ligtaf vElues: | Apprnved_

Copy Activity | Coopy G ren | Create Activity | Cancel Insert | Save |

Figure 5-2 Activity Logs Screen

Create Activity

3. Click the

The cursor moves to the next available activity line and the screen has a new button.

button.

4. Enter the necessary information for the activity. Press the TAB key after each field. Use the
List of Values button when necessary.

The information is entered.
5. Click Save.

The information for the activity is saved.

5.2 Copy Activity

To copy an activity for a resource (aircraft, boat, radio, or unit), perform the following steps:

Copy Activity button

The activity is copied to the next available blank activity log. All information except
the Start Date Local field is copied.

1. Click the activity log with Mission desired, and then click the
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2. Enter the {Start Date Local} in the Start Date Local field, press the TAB key, and then
click Save.

The activity is entered and saved.

5.3 Copy Activity with Crew

To copy an activity with the crewmembers for a resource (aircraft, boat, radio, or unit), perform
the following steps:

1. Click the activity in Approved Activities with Mission desired, and then click
Cropy i G ren

The activity is copied to the next available blank activity log. All information except
the Start Date Local field is copied.

2. Enter the {Start Date Local} in the Start Date Local field, press the TAB key, and then
click Save.

The information is entered and saved.

5.4 Cancel Insert

To cancel the insertion of an activity for a resource (aircraft, boat, radio, or unit), perform the
following step:

Cancel Insert

1. Click the button.
The Activity is cancelled and the cursor moves to the previous activity.
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5.5 Entering Activity Log Details for Resources

To enter the activity log details for the selected resource (aircraft, boat, or radio), perform the
following steps:

1. Click the first activity log entered (For example: Mission=ATON), and then click the
Activity Log Details tab.

The Activity Log Details screen appears, similar to the following:

Resources | ActiityLogs  Actity Log Detalls | Crew Assignments | Tasks | Taskcapture | approvals |

CRS ME2183H RESPITE UW AUXMP SAFETY 15-AUG-07

| MISSION DETAILS

Locaion Assids Pabrol Slatus Wiaters

feascoBaY b [Fresirmbur sable USCG Orders x| [T | nlar any of the dat
SAR DETAILS Patret Crder 2 | on this strasn

Lives Persons Property Cage :

Sarved Bsgigted alg Huniar Ihal is perinent

| | I | ta this ackity log
ATON DETAILS o

Obbarvad Dale Frapentad Date Typs Reportirsg Mumber of Aids  Mumber of Bridges

| I [ =] | =] | .

I I I =] | EI I

I I I =l | B I

T start & dih or bagher recond, prass Down Armow Key when
i the Observed Duate Field or Tab Hey when in the Rumber
of Bridge:s Yerified fuskd,

Figure 5-3 Activity Log Details Screen for a Resource

2. Enter the information required for Mission, SAR, or ATON details, whichever applies to the
present mission. (Use the List of VValues button when necessary.)

The information is entered.
3. Click Save.
The information is saved.
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5.6 Entering Activity Log Details for Unit
To enter the activity log details for a unit, perform the following steps:

1. Click the first activity log entered (For example: Mission=VSC), and then click the Activity
Log Details tab.

The Activity Log Details screen appears, similar to the following:

?}:' Activity Logs

Fesources I Activity Logs  Activity Lag Details |Cr9w i‘xssignmentsl Tasks I Task Caplurel Anprovals I
FLOT 013-01-01 UMS VSC PB 27-NOV-05
GENERAL UNIT ACTIVITY DETAILS
Mumber of umber of

Murnber of Exams Given  Murmber of Exams Passed  High Risk Yessels First Time WSCz  Mumber of Visits Length of Time
| | | Haurs:

PUBLIC EDUCATION DETAILS

Total Mummber of Enrollees: I Total Mumber of Enrollees 17 and under: I State Taught in: I

Total Mumber of Graduates: I Tatal Mumber of Graduates 17 and under: I

PU[\I?LIbC AFFAIRS DETAILS
Linber in
Aftendance: I Cornmerts: | g |

MISSION DETAILS |

Location Assists  Patrol Status Waters Sl
I I | =l =l
SAR DETAILS
Lives Saved | Persons Assistedl Property \-’aluel Caze Murmber |
ATON DETAILS Method of
Observed Date Reported Date Type Reparting Mumber of Alds  Mumber of Bridges
114272005 =l =]
= =
= =l

Figure 5-4 Activity Log Details Screen for a Unit

NOTE: The Activity Log Details screen may vary somewhat, depending on the mission. For
example, some data entry fields shown in Figure 5-4 may be disabled or absent for
certain activities.

2. Enter the information required, whichever applies to the present mission. Use the List of
Values button when necessary.

The information is entered.
3. Click Save.
The information is saved.
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5.7 Entering Crew Assignments

The Crew Assignments tab allows users to search on the following: Your Unit and Its
Subordinate Unit, Select CG Unit, and Search for Person. To enter the crew assignments for a
resource (aircraft, boat, radio, or unit), perform the following steps:

1. Click the Crew Assignments tab.
The Crew Assignments screen appears, similar to the following:

*zm Activity Logs

Resources I Aotivity Logs IActiviwLog Details CrewAssignmentsl Tasks |TaskCapture| Approvals I

DIV 013-01 UMS AUXADMN OTHER 20-JUL-04

Assign crewmembers ta this activity Listed below are the cremmembers currently assigned to this activity
by selecting fram the list helow Please assign a position code to the crewmembers for this activity

Member D Crew Member Uit Mumber Crew Member Position

5567 A BORIS 3-07-06 |
11562420 |AAROMS, RICHARD M 014-07-02 =]
1174108 |ABACHERLI, DONMA M 114-11-12 > - =]
1175477 |ABACHERLI, ROBERTE 114-11-12 T 1 =]
1082895 |ABAIR, THOMAS 091-11-02 _— il
1176854 |ABASS DK 013-08-06 =l
1213654 |ABATE, MARY G 0v0-08-07 < =]
1166427 JABATE, WALTER L 091-16-06 — il
1196244 |ABBATE, BRUCEC 014-13-09 i =]
1166470 |ABBATE, JEFFREY D 185-11-11 =]
1146874 |ABBATIELLO, VINCEMNT . 054-01-04 =]
1163439 |ABBIATI, ROBERT A 014-10-07 J =] :

Your Unit and ite Subordinste Units FILTER: I
ZEVE |
Select Flatills | |

Search for Pers.. | |

Figure 5-5 Crew Assignments Screen

2. Click = to assign all of the crewmembers. If not all crewmembers participated, select the

crewmembers, who are being assigned, and then click ﬂ If needed, use the Filter feature
to refine the list of crewmembers displayed.

The crewmembers or crewmember selected are moved from the left side of the screen
to the right side of the screen.

3. For each member listed on the right side, there is a position. Use the list box to select each
member position.

4. Click Save.

The information is saved.
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5.8 Entering Tasks Tab

To enter the tasks for a resource (aircraft, boat, radio, or unit), perform the following steps:

1. Click the Tasks tab.

The Tasks screen appears, similar to the following:

£8 Oracle Forms Runtime
Action Edit Query Clear

£ Activity Logs

- [=] ]

Fesources I Activity Logs I Activity Log Details I Crew Aszignments I Tasks | Task Capture |
— SELECT TASKS TO INCLUDE IN TASK CAPTURE
Include Short Title Description Category |
[T |aIROPS[E-DB] 13IR OPERATIONS WORKSHOP LINIT B
[ ATOME-14) AT ON /8 WORKSHOP LIMIT
[~ [CCrwK-08) CAREER COUNSELOR WORKSHOP LINIT
1 [EnvwE-0d) CIYIL RIGHTS WORKSHOP LIMIT
[~ [COMMEKA3) COMMUNICATIONS WORKSHOP LINIT
[~ [EDIpK-10) ETHMIC DIVERSITY WORKSHOP LINIT
[T [NSTREOT) INSTRUCTOR WORKSHOP LINIT
| [ERE]] INFORMATION SERVICES WORKSHOP LINIT
I~ NTRM[wE-02) MATIONAL TRAIMING-H-TRAIN WORKSHOP LINIT
[T [oPSpwk-03) OPERATIONS WORKSHOP LINIT
[~ [ORMrwE-TE) RISK MANAGEMENT LINIT
[T [PaMwKA2) PLUELIC &FFAIRS WORKSHOP LINIT
[T [PESM-11) FERSOMMEL SERVICES WORKSHOP LINIT
I~ [SE<HRMWwE-O7) SExUAL HARASSMENT AWAREMESS WORKSHOP LINIT
[~ [TCTPwK-15) TEAM COORDINATION TRAINING WORKSHOP LINIT j
Taszk AlR OPERATIONS WORKSHOP
Drescription
tenu | FILTER |
|Record: 1/2 [ mm|

Figure 5-6 Tasks Screen

2. Click the Include check boxes for the Tasks desired.
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5.9 Entering Task Capture

The Task Capture tab allows users to delete, copy, and save tasks in which a resource is

participating. To capture the tasks for a resource (aircraft, boat, radio, or unit), perform the
following steps:

1. Click the Task Capture tab.

The Task Capture screen appears, similar to the following:

£8 Oracle Forms Runtime

M= E
Action Edit Query Clear
£ Activity Logs [ %]
Rezources I Activity Logz I Activity Log Details I Crew Assignments I Tasks I Task Capture |
DIST 054 UPE UPE BSC 27-MAR-03
Calendar
Duration Button
Shart litle Instructar in hours  Date Completed Femarks
ATOMWE-14) 2 13 ® =]
N R R ELLkRkAI BB —_— |
1 ROPS[wE-06) 27-MAR-2003 H
CClwk-08) 27-MaR-2003 H
n
L4 I
Populate Instr. I Populste Dur. I Populste Remarks I
Task DescrptioryEEIIESY 3
hember ld Eligible To Participate I Unit Mumber I Participants Grade
- [333686 IWBEOTT, DAMIEL H 054-01-01 e || =
1171160 JaDaM5s, REBECCA 054-06-01
=
=
& =1
FILTER DELETE TASK COPY TASK | SLWE Copy Paricipants
|Record: 1/3 [ <05C> [<DBG> |

Figure 5-7 Task Capture Screen

2. Enter the information, for example: {Short title}, {Instructor}, {Duration in hours},
{Date Completed}, and {Remarks} for the task to be captured.

3. Click Save.

The information is saved.
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5.10 Entering Approvals

Up to three months of Approved Activities are available for viewing. To approve the activities
for a resource (aircraft, boat, radio, or unit), perform the following steps:

1. Click the Approvals tab.
The Approvals screen appears, similar to the following:

& Activity Logs

Resources | Activity Logs | Crewﬁssignmentsl Tasks |Task Eapure Approvals |
Approved Activities Show this HTH's logs that were approved inthe past. & 1 Month € 2 Months ¢ 3 Months
Start Date Local Offset  Activity StatusSub Activity  Mission Category Operation  Claimant Remarks
.o dovwen u_l
Unapproved Activities _l P
102000AFPR2002 [+8U |[|UPE IA UFPE UFPE B10L LEWCLA 013 _
112000APR2002 [+8U |[|JUMS |A UADMSE ATON BRIDGE 013
122000APR2002 | |+8U [|JUMS |A UADMS MDY LMD LEWCLA 130
132002APR2002 [+8U [|JUMS IA UADMSE WS TRMNG 113
141002APR2002 [+8U [|UPA IA UPA UPA TWSPT 130
152002APR2002 [+8U [JUMS |ﬂ\ UADME SAR CALL OUT 013 [
lenu

Figure 5-8 Approvals Screen

2. Select the desired {activity} in Unapproved Activities, and then clickl up

The activity is highlighted. A message appears, similar to the following:

You are about to transfer this facility to another unit. Continue?

Click Confirm.
4. Click the List of VValues button, click the desired {unit}, and then click OK.
Click Transfer.
The resource is transferred, and then a message appears confirming the transfer.
6. Click OK.
The Resource screen appears.
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6. DISESTABLISH A UNIT

AUXDATA allows users to disestablish a unit and a subordinate unit. To disestablish a unit,
perform the following steps:

1. Click the desired {unit} to disestablish, and then click Update.
The Unit Update screen appears.

2. Inthe Disestablish Date field, enter the {date} the unit is to be disestablished, press the
TAB key, and then click Save.

A Unit Transfer screen appears, similar to the following:

73 Resource Maintenance

Units | Facilitiesl

081-01-02 FIRST TEST FLOTILLA
UNIT

Select a Unit to receive the Facilities and Members of the above Unit.

Unit Mumber Unit Mame

List Of Yalues Save Cancel

Figure 6-1 Unit Transfer Screen
3. Click List of Values, select the {unit} to be transferred, and then click OK.
The Unit Number and Name entered appear.
4. Click Save.
A confirmation message appears.
5. Click OK.
The Unit Update screen appears.
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7. MEMBER STATUS

AUXDATA allows users to maintain information and the status of members of a unit and
members of any subordinate units using Member Status. In Member Status, users can insert a
new member, transfer a member, update member information, view the member’s history, enter
Patriot Readiness information, enter Emergency Contact information, and enter Past Offices.

7.1 Insert Member
To insert a new member at a unit or at any subordinate unit, perform the following steps:

Member Status
1. Click the button from the AUXDATA main menu.

The Unit tab appears as shown in the following figure. Note that if a user is logged
on as an SO-IS, the user will be taken directly to the Members tab (refer to the
following figure)

Eaﬂracle Developer Forms Runtime - Weh = ;lglil
Action Edit Query Clear Window
¢ Member Status x|
Unit I Member l Awrards ]
Lewvel | Unit Humber | Unit Mame | State |
0 RBAUHLARY NATIORAL UNIT Dc [N
[pisT 013 [FIRST DISTRICT NORTHERM REGION ma.
o f013-01 [NORTHERM MAINE =
FLoT  [o13-01-01 [BUCKSPORT ME
[FLoT |013-01-02 |BANGOR ME
[FLot |o13-01-03 |QUDDDY BAY ME
FLoT  [o1a-01-04 [MT DESERT ISLAND ME
[FLoT  [|013-01-08 |PENOBSCOT BAY =
[FLoT [|013-01-08 [MIDCOAST REGION ME
e o13-02 |SOUTHERM MAIME =
[FLoT  [|013-02-01 |CASCO BAY ME-
[FLoT |013-02-04 |SACO BAY ME
[FLoT |013-02-05 |[BOOTHBAY HARBOR ME
[FLOT  [|013-02-06 |GREAT BAY FLOTILLA WH -
Lot |o13-02-07 |PORTSMOUTH FLOTILLA WH-
o 01303 IMERRIMACK YALLET Ma | HEnL
Select a Unit from the list above, then click on the Member Tab or &wards Tab.
FILTER
Recard: 157 =08Cs

Figure 7-1 Unit Tab
2. Select the {unit} in which a member is being inserted.
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3. Click the Member tab.

The Member screen appears, displaying all active members at the selected unit, or if
the user was directed to the Member tab upon entering Member Status, the members

at that unit appear.

E"g’,sl]ral:le Developer Forms Runtime - Web iy ] 4|
Action Edit Query Clear Window
{# Member Status x|
Lnit temhber } Favards ] FPatriot Readiness ] Emergency Contact Infarmation
[
Member D Member Hame Lnit Murmber Unit Marme Statuz & Acti
1142073 |ABBOTT, DAMIEL H C iy p tive
[1211506 |ALEXAMDER, RICHARDE  [013-02-01 |casCoBAY |Ba " Inactive
1209655 |ALLAN, KEITH G 01 3-02-01 [casCo BAY |BG
[1183950 |BABIRAK, BRENDAR [013-02-01 [casCo BAY BG Change Status
[1211505 |BAIRD, CHARLES T (01 3-02-01 [cASCO BAY Ba
[1186278 |BAIZLEY, ROBERT M [013-02-01 [cAsCo BAY BG
[1142066 |BELL, WILBUR C [0 3-n2-01 [casCo BAY |2
[1195866 |BERMIER, CHRISTIMA L [013-02-01 |casCoBAY |Ba IS
[1195870 |BILODEAL, DAYID G 01 3-02-01 [casCo BAY |BG
[1195863 |BILODEAL., DEBRA A [013-02-01 [casCo BAY BG Upckte
[1142225 |BINGHAM, ALLER .1 (01 3-02-01 [cASCO BAY |2 "
[1208882 |BIRMINGHAM, STEPHEM M |013-02-01 [cAsCo BAY Ba | =
Restore from Archive |
FILTER
Record: 157 <0SC>
Figure 7-2 Member Tab
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4. Click the Insert button.
The Insert screen appears, similar to the following:

55 Miembir Information

Mamber Ganeral Infarmation | Marnber History |

Membir D Lt Hames First Mama Wikl Meems o Indial Surldie

fzrezes | [ |cAREY IR J

E'.;:m 0742004 Uit Humiver- [013-02-04 Link Meme: [SAC-00 By
Brthoele: [poya1 /1957 Gender ' Male T Fornale  BINCEY RAdTE OR CAUCASIAN =
Spouss Hame: [PATRICIA Bontrg Safety Courss Compisbed: [
Andresa [ PINE STREET Chacked meads ihak Ehis membar wil recaive
[ the respective malings
ity [5 PORTLAND Sabe [we | e Code (041061530 - o
Divisionr Malt [~ Flotila Mol [+
Emall 1; [CAREY TEMETZERD. COM

Fhiives:

Emad z |
Transter
et o SICALLY GUALIFIED = |
Status Wik | Fager] Savm
Currert Saahiet [y 4 23,2004 _ - . -
Diate: Fa| Boat] Mot |

Bt |

Figure 7-3 Member Insert Screen

5. Enter the necessary information for the member. Pressing the TAB key advances the cursor
to the next field. (Use the List of VValues button and list box when necessary.)

6. Click Save.
The record is saved.

NOTE: A Boating Safety Course Completed check box has been added. Checking this box will
allow members that are Approval Pending (AP) status to be assigned and certified in
all competencies except Coxswain. Aircraft Commander, First Pilot, Co-Pilot, Air
Crew, Air Observer, and Personal Watercraft Operator. Only DISTRICT DIRAUX
users are able to select or clear this check box. Once certified, AP members can serve
as Lead, Non-Lead, or Trainee for their mission-related competencies.

7.2 Change Member Status

This section describes how to change a member’s status. Perform these same steps when
archiving, or dis-enrolling, a member.

1. From the Unit tab, select the {unit} associated with the member whose status is to be
changed. When entering Member Status, if the user is directed to the Member tab, go to
Step 2.

2. On the Member tab, select the {member} whose status is being changed.
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3. Click the Change Status button.
The Change Status screen appears, similar to the following:

%m Member Status

Unit Memberl Awrards |

Member D Last Name First Marme Middle Initial ~ Suffix
[1164367  [aDAMS [ERwIN [MF

[l Current

stotiss Dt | ctaner [BASICALLY QUALIFIED =l

Enter the date the status change occurred, change the Current Status and press Save.
Note: Administrative, Death of a Member, and Member Requested Disenrollment status
changes effectively remove an individual from AUXDATA, a process known as “archiving.”
Only Administrative and Member Requested Disenrollments may later be retrieved from archive.

Save Cancel

Figure 7-4 Change Status Screen

4. Click the Current Status list box, and then select the desired {status}. Inthe New Status
Date box, enter the desired {date}, and then press the TAB key.

NOTE: If a user wishes to archive a member, select the appropriate status option. Itis
important to know that only the Administrative and Member Requested Dis-enrollment
options will allow the member to be restored from the archive at a later date.

The information is entered.
5. Click Save.

A confirmation message appears.
6. Click OK.

The Member Selection screen appears, and then the member status is changed.
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7.3 Restore a Member from Archive
To restore a member from the archive, perform the following steps:
1. From the Unit tab, select the {unit} or {subordinate unit} desired.
2. Click the Member tab.
The Member tab appears, displaying the members at the selected unit.
3. Click the Restore from Archive button.
A list of members who can be restored appear.
4. Select the {member} being restored, and then click the Restore button.
The Member is restored from the archive.

7.4 Update Member
To update a member’s information, perform the following steps:
1. From the Unit tab, select the {unit} or {subordinate unit} unit desired.
2. Click the Member tab.
The Member tab appears.
3. Select the {member} to be updated, and then click the Update button.
The Member General Information tab appears, similar to the following:

T Mmbir Infanmatian E3
Mamber Ganaral Information | Mernber History |
Wemier Lazt Hame Fiest Marme Macicle: Mo OF indind Suttie
1714388 GREGOR] [CAREY ] |
;Ef.::"'“ 07/ 412004 U Number: ({11 3-02-04 Link Hame: [SACC) BRY
Bethdete: [ooy31/1957  Gender Mg T Famale B BalITE OR CAUCASIAN =
Spouse Home [PATRICIA Bostrg Safety Course Complsted: [
Andres [3 PINE STREET Chacked means ihat Bis membar will recaive
[ the respactins malings
Cty: [5 PORTLAND Siate: (e | DpCook (041061530 flational et F# - Diskrict ek |+
Divizion Mt [ Fiotils Mal: [
Emall 1 [CAREY TE@METZERD COM

Emad | . -
: Hored 207 Te9-0030  Celj207) 233-8332 Transte
el o 2 1cALLY QUALIFIED = I
Stalus Wi Pager,| = |
Currert Saahiet [y 4 23,2004 -
Tieder Far| Boat] e I

ok |

Figure 7-5 Member General Information Tab
4. Make the changes to the member’s information.
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5. Click Save.
The information is saved.

7.5 View Member History

AUXDATA provides historical information on members, such as the total active time in the
Auxiliary since enrollment; if a member dis-enrolls for a period of time, it tracks the duration,
and provides a history of status changes for the selected member. A member’s base enroliment
date is also available on the Member Roster report. To view a member’s historical data, perform

the following steps:

1. On the Unit tab, select the {unit} where the member is located.

The Member tab appears, displaying all active members at the selected unit.

2. On the Member tab, select the {member} whose history is being viewed.

3. Click the Update button.

The Member General Information tab appears, similar to the following:

4. Click the Member History tab.

The Member History tab appears, similar to the following:

Mernber General Infarmation |

Member History I

£2 Oracle Developer Forms Runtime - Web E]@
Action Edit Query Clear Window
{2 Member Information x|

Member (O Last WMame

First Wame Miclelle Mame or Initial Suffix

[1207250 |ANDREW

Initizl Enrollment Date Currert Enrollment Diate

L. & |DAVID %

Basze Enrollment Date Flotillz Date:

[12m5i2002 [12i05/2002

Total ACTIVE time IN Avxiliar

12/05/2002

[12i05/2002

Total time QUT of Auxiliary

W
since initial enrollment date |U yaars, 10 maonths, 3 days

Status Date Status  Prior Unit Mumber

since intial enrollment date |U years, 0 months, 0 days

History of Status Changes for this Person

Recaord Created By Date Created

[12i05i2002 [ [ |SBLAMCHETT [12i05/2002 =
| | | | |
| | | | |
| | | | | Tranzfer
| | | | |
| | | | _ s |
| | | | | Tl
ek | | | | | | =
Recard: 171 <0F0

Figure 7-6

Member History Tab
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NOTE: Thistab is read-only. Users cannot update the information that appears from this tab.

7.6 Transfer a Member

To transfer a member to another unit, perform the following steps:

1. On the Unit tab, select the {unit} or {subordinate} unit desired.
2. Click the Member tab.
The Member screen appears, displaying the members at the selected unit.

3. Select the {member} being transferred, and then click the Update button.

The Member General Information tab appears, similar to the following

Spouze MName: |MONICP\ T.

Occupation: |

Adetess: 52 DEMMETT ST

City: |PORTLAND State: e Zip Code: [04102-

Checked means that this member will receive

the respective mailings.

Matioral Mail: [v  District Mail: [v

E»g;iﬂracle Developer Forms Runtime - Web oy ] 531
Action Edit Query Clear Window
{ZgMember Information x|
Member General Infarmation l Member History I
Member ID Last Name First Mame Miciclle Mame or Initial Suffix
[1142073 |mBBOTT |DaMIEL H [
E‘;:Z!'me”t 07/02/1986 Uit Mumber: (01 3-02-01 Unit Name: [CASCO BAY
Bitthdate: [01/11/1851  Gender & Male ( Female  Ethnicty: | Bl

_ Division Mail: [+ . Flatilla Mail: [V

Email 1: |DABEIO'I_I'@SMTC.NET

Emmil 2: | Mumber Type

Current |(20?) 7E7-9564 |EIUSINESS jL Tranzfer

Status: AUHOP >

"~ Phones: |(2D'.") T75-0422 |HOME ﬂ
Current Status
. 0682001 To start & Sthoor higher record, | | =]
) prezzs Dowen Arrow Key when | | ﬂ = Menu |
Brack ‘ inthe Mumber fisld ar Tak —
Key when in theType fieldwhile on the last record. If done inadvertently, press Up Arrowy to clear the recard.
Record: 111 =05C=

Figure 7-7 Member General Information Tab
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4. Click the Transfer button.

The Member Transfer screen appears similar to the following, displaying the member
to be transferred:

¥aMember Status

Lnit Member | Aweards I

Mermhber D Last Name First Marme Middle [nitial  Suffix
[PENDING - [SHARPLESS [RICHARD [c”

Select a new unit for this person. Be advised that any facilities associated with
this person will not transfer to the new unit you select.

Unit Mumber Unit Mame

List Of Yalues SHVE Cancel

Figure 7-8 Member Transfer Screen

5. Click the List of Values button for the Unit Name. Scroll down, select the desired {unit},
click OK, and then press the TAB key.

The information is entered.
6. Click Save.
A confirmation message appears.
7. Click OK.
The Member Information screen appears with the new unit listed for the member.

NOTE: When a member is transferred out of the flotilla, division, or district, AUXDATA will
automatically set the office status to Vacant Office for all offices held by that member.
However, if a member transfers within a division or district, AUXDATA will not
automatically change the status of the member’s offices.
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7.7 Awards

AUXDATA allows users to grant awards to members of a unit and the subordinate units by

performing the following steps:

1. On the Unit tab, select the unit or subordinate desired {unit}, and then click the Member

tab.

The Member screen appears.
2. Select the desired {unit}, and then click the Awards tab.
The Awards Information screen appears, similar to the following:

£8 Oracle Forms Runtime HE B
Action Edit Query Clear
£ Member Status [ ]

Unit I Memberl Auwards |

DIST (054) FIFTH SOUTHERN

Asnearcd Awvard Date

Member |d

Eligible to receive Award Awardees

Member Hame Unit Mumkber Member ld Member Hame Unit Mumkber

333666 ABBOTT, DANIEL H 054-01-01 = =
1156095 | |BBEL.JBMES W 541911 |
1180329 CKERMAN, DAVID A 054-14-06
1196457 JACOSTA, NORMAN 054-06-04 ==
1180290  [ADAMS, ALVIS L 054-09-03 -
1177675 [aDAMS, BEATRICE 054-11-03
1182023 |aDAMS, DAVID R 054-14-07 =
1157574  |aDAMS, GEORGE 054-10-03 -
1150330  [aDAMS, GLORIA R 054-10-03
1146207  |ADAMS, HENRY J 054-01-04 d =
FILTER | FILTER |
|Record: 141 [ ,m ,m|

Figure 7-9 Awards Information Screen

NOTE: An Alert message will appear if the Recreational Boating Safety (RBS) Device Award is
given twice to one person.

GLASE, JOEL A has already received the RES Device

Aweard an 1072007, This award can only be given to
each member once.

;.-_.x i ‘. :.l:‘. x

Figure 7-10 RBS Device Award Alert Message
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From the Award list box, select the {award} being granted, press the TAB key, and then
enter {date} of the award in the Award Date field.

==

Click to move all of the crewmembers to receive the award, select the eligible

crewmember to receive the award, and then click .

The crewmembers or crewmember is moved from Eligible to Receive Award to
Awardees.

7.8 Patriot Readiness

Use the Patriot Readiness tab in Member Status to record the availability of Auxiliary members
to participate in Patriot Readiness. To record a member’s availability, perform the following
steps:

1

2.

From the AUXDATA main menu, click Member Status.

On the Unit tab, select the {unit} where the member is located, and then click the Member
tab.

On the Member tab, select the {member} for whom Patriot Readiness availability is being
recorded.

Click the Patriot Readiness tab.
The Patriot Readiness tab appears, similar to the following:

e Member Status

Unit | Member Fatriot Readiness I Emergency Contactlnformationl

— Availability For Coast Guard Support Operations
Member Information(BRADLEY, KENT L

IS—u MFD TI_u vlie ﬁ I’-1 Sﬁa Unselect &1 |
Ciay: ~ F & & & & & Select Al |
Mgkt T g N BT T e T et Select Al |
Either | S0 T S R T Select Al |

Are you willing to travel outside of your home area?l Yes
Are you physically capable to do the duties which you are gualified and registered to perform? [ yes
Are ol wiling to do CG or AU administrative support missions? [ ves
| have a current laminsted D card with photo., [~ ¥es
| have had & security clearance within the past 5 years. [~ ¥es

Date Created:

Created Biy:
Diate Modified: henu I Save |

Modified By

Figure 7-11 Patriot Readiness Tab

AUXDATA Overview Guide, February 26, 2008 Page 40



5. Use the check boxes to record which {days} of the week the member is available. For each
{day} selected, use the option buttons to indicate the {time of day}.

6. Answer the questions. If the answer to any of the questions is No, then leave the question
blank.

7. Click Save.

The Patriot Readiness information for the selected member is saved. District and
National account users can then report on this information.

7.9 Emergency Contact Information

Use the Emergency Contact tab in Member Status to enter a member’s emergency contact
information.

1. Click the Member Status button from the AUXDATA main menu.
2. On the Unit tab, select the unit where the member is located, and then click the Member tab.

3. On the Member tab, select the member for whom emergency contact information is being
entered.

4. Click the Emergency Contact Information tab.
The Emergency Contact tab appears, similar to the following:

"za Member Status

Uit | Member | PatriotReadiness Emergency Contact information |
First Name:l Suffix: Mame: I
Iiciclle Initial: | Relationship: |
Last Maime: I
Btreet Address: | Harme Phone: |
City: | State: | Business Fhone: |
Fipcode: I Cell Phane: |

Menu I Save |

Date Created:
Created By
Date Modified:
Modified By:

Figure 7-12 Emergency Contact Information Tab
5. Enter the emergency contact information for the member, and then click Save.
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7.10 Update Member History

When a member’s status changes, the new status should be updated using procedures in Section

7.2, Change Member Status. However, a DIRAUX user may need to correct or complete a

member’s status history, rather than update that member’s current status. A convenient method

of updating member history is to use a feature of the Member History tab available only to

DIRAUX users granted MBR_HIST_UPD role privileges.

If the user has been granted the MBR_HIST_UPD role, perform the following steps to update

member status history:
1. Click Member Status button from the AUXDATA main menu.
The Unit tab appears.

2. Select the unit containing the member to be selected, and click the Member tab.

The Member tab appears.
3. Select the desired member, and click the Update button.
The Member General Information tab opens.
4. Click the Member History tab.
The Member History tab appears, similar to the following:

Mamber Gensrs narmaion | I}G['HTHSIDU I |
Merber D LasfHame Firz: Name Wil Herme: o indial Garte
[1715035 |ERetnEy ICHRISTOPHER IoEE
[oarzRi IR0 [owEanna [11r7aa004

Tkl AL TTE farws B iy — Folsl twa SUT of Auzdery
sinc bl srvolreed aale (L PERr 5 montE, 15 davs surew ik wrreiaand et |0 FEETE, I monthe, 0 daye

Mistory of Stabes Changes for s Rersoen
Saus Date Eaahia  Prios Wik Humb Mo Crasted Dy D Crestad

PR [= 0548988 [FMER FLAKT DEIE004 -
| IFETT [EITEEE CALEMANDER [iaaone
Jriraez004 PFER  [D5esnon CALEHANDER |11me2008

| |

[
| | |

k|

Figure 7-13 Member History Tab, with Update History Button

NOTE: The Update History button will appear only for DIRAUX users granted the MBR-HIST-

UPD role. Otherwise, the button will not be visible.
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5. Click the Update History button.

o

N

The Member Status update screen appears, similar to the following:
S - |

Firsl M ikl M or indisd

Pemibesy I Lt M Sartee
1715035 Wlsraiev  WllcHREToRHER  Moe | -%

Iritial Erwolimesnt Disle: Curent Ervolmecd Dute Bues Ervolimerd Cote Flotila Cutw
Toltd ACTIVE e N Autiiary Tosl fiere: QLT o Sndlary
P PSRN 0 11 5 o, 15 s [RRRRRPRENHY 1 o= 0 monts, 0 cavs |

Stalus Diate ) Exalus Price Link Burmisss Recod Cresbed By ) Crabe Crealed
| ETFTT] ] [n5e-99-99 [RMARKLAMND TERLT]
[11r2R1200 [E [054-85-99 [CALEXANCER ERFLTFET
[11gap0d  [FER  Joseonge  Joelesancer  fedgecons |
r——1 T T 1
I . )

cast messries v [ - I
Back List of Vakuess Sare

Figure 7-14 Member Status Update Screen

To insert a new status record, open a new record in one of the following ways:

Mouse-click the next (uppermost) blank or empty line or
Click the Create Record button.

The line is highlighted and ready for insertion of a status record.
Enter Status Date (the date the status code became effective).

Enter the appropriate Status code. (Alternatively, click the List of VValues button, select the
appropriate code from the List of Values screen, and then click OK.)

Enter the Prior Unit Number (or select it using the List of VValues feature), and then click

10. To correct an existing status record, change the existing data (Status Date, Status Code, or

Prior Unit Number), and click Save.

NOTE: After clicking Save, read-only data on the screen (such as total time in Auxiliary) will

refresh or recalculate.

11. To delete an existing status record or to cancel a record insert that has not been saved, select

the record, click the Delete/Cancel Record button, and click Save.

The deleted or cancelled record disappears, and read-only data

refreshes/recalculates.
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7.11 Update Past Offices

AUXDATA provides the DIRAUX and Administration users with the ability to insert past

offices in a member’s record, and to change past office dates. It also shows the current offices

held.

1. From the Unit tab, select the unit or subordinate unit desired.

2. Click the Member tab.

The Member tab appears.
3. Select the {member} to be updated, then click the Past Offices tab.
The Past Offices tab appears, similar to the following:

| Fatnot Readness | Emergency Confadd information

Una | Member | Awands
Reirriger 1Y Person
[1176854 [AERASS. O K
Current Offices
_Unit Number  Oftcecods Begndels
loi30608 _fFc 010172007
FIET [5G-FA [&mizn0g
[oi3-0e08  [FSO-PE [t 2005

Past (ffices

WOTE: Current Offices are Nsted here for
;1 reference only. if you need to updste a

"l l member's current offiee held, please do

;1 “#0 an the "Olfices™ tab in lesourcs S1ahs,

Ieviemif Dasd Offics

1

{013-08-06 [FE0-PA 0117002 {01/ 2003
[0 3-08-06 [Fa0-PE [o1mirzom [+ Fra ko
{013.08-08 [FE0-PA 001200 [12r3nr2001
I ) I ". 2 v - -
[ :09-08 [FEc-PA log1sz000 |12i31/2000 | _.____.___I
Figure 7-15 Past Offices Tab

Fast Ofices
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4. Click the Insert Past Offices button.

The Insert Past Offices screen appears, similar to the following:

Unit | Wembear

| Fwards | Patriol Readiness . Emesgency Contact Informaton Past Ofices

You are abowt to insert or update a past office for the following person:

Momber D Persan
1176854 [xBBASE, DK
I+ Poaliorsad | 5 Dimtrict I Pvizion [ Fiolisa

Select the office, begin date, end date and unit:
OfficeCodes I+ puckbin Begnlale Endlate
I i g T AL
Lirek Py Uit Mame
I |

List O Visluns Have Cancel

Figure 7-16 Insert Past Offices Screen

5. Select National, District, Division, or Flotilla as the level of the member by clicking the
appropriate option button.

6. Click the List of Values button for the Office Code and also for the Unit Number.
7. Enter the Begin Date and End Date.
NOTE: By selecting the CAL button, a pop-up calendar will appear from which to select dates.
8. Click Save.
A conformation box appears.
9. Click OK.

NOTE: If a Warning Box appears after clicking Save, the past office was not saved.

7.12 Change Past Office Dates
To change the dates of past offices, perform the following steps:
1. From the Unit tab, select the unit or subordinate unit desired.
2. Click the Member tab.
The Member tab appears.
3. Select the {member} to be updated, and then click the Past Offices tab.
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4. Click the Change Dates button.

The Change Past Office Dates screen appears, similar to the following:

unit | wemser | awade | PatiorReadiness | Emergency Contact infarmason

Past Offices

Wi IO Parson

You are about 1o insent or update a past office for the following persan:

[117E854 [agBags, DK

™ rations [ Dnstrict ™ Esvimion + Fiote

Select the office, begin date, end date and unit:

Cancal

Select Code of Office \

ar Unit Humber to
eniable List of Walues
hutton.

Figure 7-17 Change Past Office Dates Screen

List of Walues button
is dizahled.

!

NOTE: The List of Values button is disabled, but can be enabled by selecting the Office Code

or Unit Number.
5. Change the {dates} where needed.
6. Click Save.
A conformation box appears.
7. Click OK.
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8. RESOURCE STATUS

AUXDATA allows users to update, insert, save units, facilities, and officers of units and
subordinate units. This section provides instructions for using the Resource Status. To access
the Resource Status feature, perform the following step:

1. Click the

Resource Status

button from the AUXDATA main menu.

The Unit Selection screen appears, similar to the following:

£ Resource Status <]

Units | Facilties | Oificers |

Level | Unit Humber | Unit Mame | |
54-01 ORTHERMN CHESAPEAKE D
LOT 54-01-01 I'/IER.A BEACH W
LOT 54-01-02 OCK CREEK W Insert
LOT 54-01-03 ILL CREEK W
LOT | ps4-01-04 ALTIMORE W Update
LOT 54-01-06 MMAPOLIS W
LT 54-01-07 ASADEMS W
LOT 54-01-08 AGOTHY RIVER W
LT 54-01-09 MMER HARBOR W
DI D54-02 POTOMAC E
FLOT | [psa-uz-0 JORE WASHINGTON B o Menu
Select a Unit from the list above and click on the Update button ar Facilities Tab. Click the Insett button to insert & nesw Unit.

FILTER |

Figure 8-1 Unit Selection Screen
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8.1 Insert Unit
To insert a unit, perform the following steps

Resource Status

1. Click the button from the AUXDATA main menu.
The Unit Selection screen appears.
. Inzert
2. Click the button.

The Unit Insert screen appears, similar to the following:

TaResource Status
Units |Faci|ities| Officers |

UNIT
Lewel: | Unit Mumber: | it Name:l
Parent Parent
Linit Mumkaet: I Unit Marme:
eeting Location: | State: I_ Zipcode: I
Latituicle: I DI ' I ﬂ Loangitude: I DI ' I ﬂ
Mesting Day: | Meeting Time: |

Charter I— Prokistion l— Disestablish I—
Date: Date: Diater

List of Values
Phone: | Fau: | 4|

Default Zuly Cifset: I SEVE |

Email Address: |

el | Wsh Address: | e |
FILTER: |

Figure 8-2 Unit Insert Screen

3. Enter the necessary information for the unit. Pressing the TAB key advances the cursor to
the next field. (Use the List of Values button and list boxes when necessary.) Click Save.

The information is entered and saved.
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8.2 Update a Unit
To update a unit, perform the following steps

Resource Status
1. Click the button from the AUXDATA main menu.

The Unit Selection screen appears.

2. Select the {unit} to be updated, and then click the e button.

The Unit Update screen displaying information for the selected unit appears, similar
to the following:

{5 Resource Status x|
Units IFaciIities] Officers l

013-01-01 BUCKSPORT

Lewvel |FLOT Unit Mumber: |01:3-01-01 Uit Name: [BUCKSPORT
Parent Parert
Unit Mumber: |013-01 Lnit Mame: NORTHERN MAINE
Meeting Location: [ORLAND TCRAN HALL State: |ME
Latituce: | | | ' | ﬂ Longitude: | ? | ' | ﬂ

Meeting Davy: |1 ST FRIDAY heeting Time: |19:30
Charter ,7 Probation Ii Dizestaklish li
Dhate: Drate: Drate:

List of Walues
Phare: | Fax: |
Default Zulu Offzet: |+42
Email Address: |
By Wil Address: | =

FILTER:

Figure 8-3 Unit Update Screen
3. Enter and/or modify the information appropriately, and then click Save.
The information is entered and saved.
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8.3 Insert a Facility

The Facilities tab allows users to insert and update operational facilities for units and
subordinate units. Perform the following steps to insert a facility:

Resource Status
1. Click the button from the AUXDATA main menu.

The Unit Selection screen appears.

2. Select the desire {unit}, and then click the Facilities tab.
The Facilities tab opens, similar to the following:

*Resource Status B
Unitz  Facilities | Officers |

3

" Ajrcraft {+ Bost " Radio
Type Registration Unit Murmber Unit Marme
WI _I FIRST DISTRICT NORTHERN REGIO (+ Operstionsl
R [weteere  |[msoioz | [pAweor
CUDCAR MESTEH o 3-01-02 BANGOR @ Ui Lr:spcit
CRS 9051 51 013-01 -02 BANGOR
oFB 1020917 013-01-03 GUCDDY BAY
EXPHT ME110ZE 013-01-04 MT DESERT ISLAND
CRS MESIGER 1301 -04 WT DESERT ISLAMND Inzert
[ ME1 00UH 013-01-04 MT DESERT ISLAND
CUDCAR MES05 2K, 013-01-05 PENCBSCOT BAY Upclate
SEDRM 1145417 13-01 -05 PENCOBSCOT BAY
RS F20020 013-01-05 PENCBSCOT BAY
RS 105009 013-01-05 PENCBSCOT BAY i Menu
Select & Facilty from the list above and click on the Update button. Click the Insert button to insett & new Facility .

Restore from Archive I

FILTER: |

Figure 8-4 Facilities Screen
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3. Select the {facility} being inserted, for example, a boat, aircraft, or radio, and then click the

Inzert
button.
The Facility Insert screen appears, similar to the following:
%= Resource Status
Units ~ Facilities | Officers |
BOAT
Regiztration: | Iame: | Type: |
LInit Murmket: I LInit Marme: | Start Date: I
Hull l— Mach I— Elec I— Cther I— Total I—D
“alle: alue: “alue: “alue: “alue:
Inspection Member D Mame Inspected For Use On
Date: I Inspector: | | | ]
Do niot d Date:
anly ta be ent: EplEEE _
Back | Menu | ot (et metion | wvnierstit |
izt of Y& e SEVE |

Figure 8-5 Facility Insert Screen

4. Enter the required information, and then click Save.
The information is entered and saved.

AUXDATA Overview Guide, February 26, 2008

Page 51



5. Click the Boat Information button.

The Boat Information screen appears, similar to the following:

*zg Resource Status

UInits Facilities | Officers |

Generators: Mig: I

MS1212XX-TEST
BOAT
Facility Murmker: I ‘BOAT INFO RMAT|0N| Oth..ar ﬂ
Lacation: | Trailered: [~ Egjuip: LI
Manufacturer: | Mackel: | . I—
Lengttc [ Ft[ Beam|  Ft| pratt [ R [ n
ks | Headt T Rangs: [~ Heater: [~ Water Capacity: [ Callans
Fovver: I— Fuel Type: I—

Fuel Capacity: I Gallons
Madel: I Serial Mo I— A, Gen. I—K.W.

Wil =) ] ==

EHVE |

Yessel Speed(MPH): Economical:l Cruise: | Pz I L stitucle: Longtude:
I n:-l. ' I vI I ol ! -
Fuel Consumption(GPH): Ecnnomical:l Cruize: | fgimuim: I E m
Back | Facilty Availabil'rty:l_ - Details |
All

WWeekends

WWeeknights

Figure 8-6 Boat Information Screen

NOTE: The information screens for the various facility types (for example, aircraft and radios)
may differ somewhat from the Boat Information screen shown in the figure above.

6. Enter the necessary information for the boat. Pressing the TAB key advances the cursor to
the next field. Use the List of Values button and list boxes when necessary. Click Save.

The information is entered and saved.
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7. Click the Details button.
The Boat Details screen appears, similar to the following:

T Resource Status

Units | Faciliies | oficers |

HAVIGATIOH EQUIPMENT EHGIHES
Type Brand  Model ear Horsepowwer
OH BOARD RADIOS RDF Total Horsepower: |
Type Wistts  ChannelsFreguencies Type
Back |

Figure 8-7 Boat Details Screen

8. Enter the necessary information for the facility. Pressing the TAB key advances the cursor
to the next field. Use the List of VValues button and list boxes when necessary. Click Save.

The information is entered and saved.

8.4 Update a Facility
To update a facility, perform the following steps

Resource Status
1. Click the button from the AUXDATA main menu.

The Resource Status screen appears opened to the Units tab.
2. Select the desired {unit}, and then click the Facilities tab.
The Facilities tab opens.
3. Select the desired {facility} to be updated, for example, a boat, aircraft, or radio, and then

. Upclat
click the g button.

The Update screen appears.

4. Modify appropriate fields. Pressing the TAB key advances the cursor to the next field. (Use
the List of Values button and list boxes when necessary.) Click Save.

The information is entered and saved.
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Click the SRl | button.

The Owners screen appears, similar to the following:

%hResource Status

Units Facilitiesl Officers |

TBONE-BELLAQ
BOAT

OWNERS

Cwvvner Mame Wember I Unit Mumber

[

Back |

[List affvalies

EENE

Figure 8-8 Owners Screen

NOTE: On the Owners screen, inactive owners appear in red text and should be deleted or
updated to keep ownership records current.

6. Modify appropriate fields. Pressing the TAB key advances the cursor to the next field. Use
the List of Values button and list boxes when necessary. Click Save.

The information is entered and saved.
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8.5 Archiving a Resource

The Archive button can be used on both operational and un-inspected resources.

1. From the Facilities tab, select {a resource to be archived}, and then select the Archive

button.

NOTE: The user is unable to navigate to the Units or Officers tab while archiving a resource.
The Back and Menu buttons will also remain disabled until after the user enters a date

and selects Save.

feuocas [mesTsH Jo13-01-02

fers [ME1495E fo1 30102 [pancoRr

[Ferev fi1g8811 fo13-01-02 [Beancor
[cercnsL [meTatay Jo 30104 [MT DESERT ISLAND
[Fm Moz [o13-01-0¢ [T pEsERT ISLAND
ALXSLP 533422 013-01-04 T DESERT ISLAND
PTH LMOAZ 013-01-04 MT DESERT ISLAND
CLCUDVWAK  [MET3TvY 013-01-04 MT DESERT ISLAND
lcrs |MER3EER Jot3-01-04 MT DESERT ISLAND
lcc laarioa jr13-0-04 MY DESERT ISLAND
|TRLR 520020 |p13-01-05 FENOESCOT BAY

Select a Faciity from the list above and click on the Update button. Click the Inzert button fo insert & new Faclity,

Festore from Archive
FILTER

Figure 8-9 Archive Button
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A message appears instructing users to enter a new end date (MM/DD/YYYY).
2. Click OK, enter the {new end date}, press the TAB key, and click Save.

Figure 8-10 Archiving Instruction Message
A warning message appears before the user commits the archive operation.

Figure 8-11 Archiving Warning Message

3. Click Archive.
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8.6 Restoring an Archived Resource
To restore an archived resource, perform the following steps:

1. From the Facilities tab, click the Restore from Archive button.

S0

Units

= Bost " Radio

Uit Marme:
i J BLIC T o Operationsal
cUDCeE MEE7SH 013-01-02 BANGOR:
FEMY 1198611 130102 BANGOR (e
cc 937109 013-01-04 MT DESERT ISLAND
PN LMoa1 013-01-04 MT DESERT ISLAND T |
|CENCNSL METS18. 013-01-04 MT DESERT ISLAND
cRs MEZ3E3P 013-01-04 MT DESERT ISLAND T |
PN LMoaz 013-01-04 MT DESERT ISLAND
aUxSLP 993422 013-01-04 MT DESERT ISLAND :
CLCUDWLE  ME13Dvn 013-01-04 MT DESERT ISLAND e |
PTHS 1055009 013-01-05 PENOBSCOT BAY
TRLR 20020 013-01-05 PENOBSCOT BAY ] e |
Select a Facilty from the list sbove and click on the Update litton. Click the Inzert button to ingert a new: Facility.

FILTER

Restore from Archive [ l

Figure 8-12 Restore from Archive Button
A list of archived resources appears.
2. Filter for the {resource} to be restored.

'rs Resource Status
Units  Facilities I Officers |

Resources in the archive that can be restored.

| Last Unit Class HTN Type | Date Archived |  Archived By Cramers

fo13 [BoAT ME1495E [CRS : -
0130101 [BoAT CF1563R2 [AUXE
Jl013-01-02  |RADIO _ |1NF1206 JLANC  Filter the records displayed by entering

1013-01-02  [RADIO _ |INM1206 IMOB  ya) a5 in any of these fields:
:013»01-02 BOAT 996181 CRS

11013-01-02 [BoaAT ME1336J |CRS  Lmar MUMBER
013-01-04  [BOAT 17798 |CRS

%EFILTER

U T T, T [T - -

|

013-01-04__[BOAT __[SC3796BE[CEN  RESOURCECLASS.CO |
0130104 [BoAT 204291 JAUXE e
[013-01-04  |BOAT ME1BZWW|CLC!  REGISTRATION |
[o13-01-0¢  [ROAT 592089 |CRS
0130104 [RaDi0_ [inmotoz [wos  TVPE [
fo13-01-04  [BoaT 10311927 [TRLF
013-01-04  [BOAT METITOF |CEM  ARCHIVED.BY | |

OANERS |

FILTER

_ omea |

Figure 8-13 Filtering Archived Resources
The archived resource appears.
3. Highlight the archived {resource}, and then click Restore.
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The Restoration form appears, similar to the following:

Facilities | Officers |

You are about to restore the following resource from archive:

Last Unit Murmber Class Resource HTH Resource Type
1013-01-02 |BOAT |ME1 495E (GGE

Select a unit to restore this resource to from archive.

Units

Unit Blumber Unit hlame

ID1 3-01-02 Imﬂmﬂ F\ndl%

Uit bumber

BUCKSPORT

013-01-02 BANGOR: =
4 | 3
Find | Cancel

List Cf Value§ Save |

Figure 8-14 Restoration Form

4. Click List of Values, select the {unit} to which the resource should be restored, and then
click Save.

A confirmation message appears, instructing the user to enter an inspection date and
inspector in order to activate the resource.

A Resource Status =
nit Facililiesl fioers I

ME1495E-MISS BEA
BOAT

Regi iornt g1 495€ Name: huss BEA BOAT CRE ME1495E has bean
013-0 aH
spe

1-01.

Un& Number: |[013-01-01 Undt Mame: [BUCKSPORT

Hull 17
Value: S00

Inspection
Drate: 094 572007

Date Format MMDDYY'YY Do not ender a date here if Activating a resource. This field is
only to be entered when making a resource Non-Operational

List of Values Save |

Figure 8-15 Confirmation Message with Instructions
5. Once the inspection date and inspector name has been completed, click Save.

8.7 Activating Un-Inspected Facilities
To activate an un-inspected facility, perform the following steps:
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1. From the Units tab in Resource Status, select the {unit} where the facility being activated is

located.
2. Click the Facilities tab.

3. Choose which {type of facility} to activate using the option buttons, that is, aircraft, boat, or
radio. Once the appropriate facility type appears, click the Un-inspected option button to
display all un-inspected facilities of the type selected, and then select the facility to activate,

as shown in the following figure:

£ Oracle Developer Forms Runtime - Web

M1

sction Edit Query Clear Window
{ZResource Status
Units  Facilties | offcers |

x|

Select a Facilty from the list above and click on the Update button. Click the Insert button to insert a new: Facil'rt\,r._

Restore from Archive |

FILTER:

O Ajroratt (+ Bost " Radio
Type Fegiztration Linit Murmier Linit Mame
Iﬁ m mm- C BAY _| 7 Operational
|cRs 262443 |013-02-m [cazcoBay
[cRs 576436 013-02-01 [CASCO BAY - IISE R
|cRs [ME2183H |o13-02-0 |cascoBay
|crs ME3EESG [013-02-m |CAsCo BaY

Activate

Updste

i i

feru

Record: 1/4 =08C=

Figure 8-16 Facilities Tab
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4. Click the Activate button.

The following screen appears, similar to the following, prompting the user to enter a
{New Resource Start Date}:

Egal:lracle Developer Forms Runtime - Web 10l =|
Action Edit Query Clear ‘Window
%n Resource Status [ %]

Units Facilitiesl Officers |

ME1468G-
BOAT

Enter the new resource start date for the above facility that is being activated.

Mewr Resource Start Date

—

Cancel | SEE |

Date Format must he MMDDY Y. |
Record: 1/1 | - | |<0sC= |

Figure 8-17 Enter New Resource Start Date Screen

5. Enter a {New Resource Start Date}, and then click Save. After entering the new date, if the
Save button is not activated, press the TAB key.

The facility is activated.

8.8 Officers Tab

The Officers tab can be used to update officer and office code information for a unit and
subordinate units. For example, use the Officers tab to:

e Enter a new officer (officeholder) for an office

e Create a new office

e Change the rank or description of an existing office
e Inactivate an office code.

NOTE 1: When an officeholder retires, transfers, or is dis-enrolled, the system will
automatically set the office status to Vacant Office, provide an end date for the
officeholder’s service, and revoke associated system privileges. However, when the
vacancy is filled, the Officers tab must be used to update the system.
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NOTE 2: When a member is transferred out of the flotilla, division, or district, AUXDATA will
automatically set the office status to Vacant Office for all offices held by that
member. However, if a member transfers within a division or district, that member’s
office(s) will be retained in AUXDATA.

8.8.1 Update Officers
To update an officer, perform the following steps:

Resource Status
1. Click the button from the AUXDATA main menu.

The Unit tab selection screen appears.
2. On the Unit tab, select the desired {unit}, and then click the Officers tab.

The Officers tab opens, similar to the following:

*7a Resource Status E
Units | Faciliies  Officers |

NATL (0) AUXILIARY NATIONAL UNIT

Office flember Id llember Mame Begins
Updste Oifices
01101720045

NAVCO-COS VACANT OFFICE

ARCO-A(E) 1145396 KERIGAMN, NICHOLAS T1J01/2004 _—
ARG O-A) 1166474 KOEPPEM, KEMMETH J 11012004\

BRCO-P 1154055 NEIDERHISER, DAN F 11/01/2004

MIFCO 1159537 EDGERTQN, EVERETT W JR 11/01/2004

MAPDIC 1144768 BELMORE, CAROLYN Y 11/01/2002

NADCO-MS VACANT OFFICE 01/01/2005

NADCO-OMS 1149640 HERTLE, HELMUT 11/01/2004 Uiz
NADCO-RAS 1161803 MCADAME, WWARREN E 11/01/2002

M-A, 1169602 THOMAS, DAVID H 11 11/01/2004

MN-AD WACANT OFFIGE 11/01/2004 | MEnU

FILTER: |

Figure 8-18 Officers Screen
NOTE: Not all buttons shown above will be visible to all users.

e The three buttons circled in red—Update Offices, Copy, and Delete—will be visible
in AUXDATA only to National-Level and District-Level users granted the Office role.

e Other users will be able to view and utilize only the Update, Menu, and Filter
buttons.
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3. Click an {officer record} to select it for updating, and then click the M button.

The Officer Update screen appears, displaying information for the selected officer
similar to the following:

75 Resource Status ]

Urits | Faciliies  Officers |

NATL (0) AUXILIARY NATIONAL UNIT

Wember 0 Member Name Office Begins
| [VACANT, OFFICE |NADCO-MS J01s01/2005
Select Mew Erter Mew
ember 10 Wember Mame Begin Date
List Of Values Save Cancel |

Figure 8-19 Officers Update Screen

4. Enter data in the appropriate (blank) fields, beginning with Select New Member Name.
Pressing the TAB key advances the cursor to the next field. Use the List of Values button
and list boxes when necessary.

5. Click Save when finished.
The Officer Information screen reappears. The officer has been updated.
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8.8.2 Update Offices

Users, if granted the Office role, may update offices as well as officers from the Officer tab. To

update offices, perform the following steps:

1. On the Officers tab, click the L‘ml button.

The Office Codes tab appears, similar to the following:

"mResource Status
Office Codes |

i i i

DESCRIPTION
FATIOMAL COMMODORE

MATL |MAWCO-CC 1002 MATIOMNAL VICE COMMODORE - CHIEF OF STAFF
MATL |ARGCO-AE) |1003 MATIOMNAL AREA COMMODORE - ATLANTIC(EAST)
MATL |ARCO-AMY 1004 MATIOMNAL AREA COMMODORE - ATLANTICOVEST)
MATL |ARCO-P 1005 MATIOMNAL AREA COMMODORE - PACIFIC
MATL |MIPCO 1006 IMMEDIATE PAST MATIOMAL COMMODORE (MEW M 20013
MATL |MAPDIC 1007 PRESIDEMT OF PAST MATIOMNAL COMMODORES
MATL |MADCO-ME 1008 MATIOMNAL DIRECTORATE COMMODCORE - MEMBER SERVICES (MEYWIM 19
MATL  |MADCO-O0h 1008 MATIOMNAL DIRECTORATE COMMODORE - OMS
MATL |MADCO-RE |1010 MATIOMNAL DIRECTORATE COMMODCORE - RBS (MEW IM 1398)
MATL |M-A 1100 MATIOMNAL COMMODORE ADMIMISTRATIVE OFFICER
MATL |M-AD 110 CEPLUTY ADMIMNISTRATIVE OFFICER
MATL |M-EA 1102 MATIOMNAL COMMODORE EXECUTIVE ASSISTANT
MATL |M-D1 1110 MATIOMNAL COMMODORE AIDE
MATL |M-D2 1111 MATIOMNAL COMMODORE AIDE
Created by: & = FILTEFR: |
Date Createc: m
Modified by 2 MEW | INACTIVATE | SANE

Figure 8-20 Office Codes Tab

2. To update the {days} or description of an office code, click an office record to select it, and
then enter the revised information in the Rank or Description fields.

3. To create a new {office code}, click the __w | putton.

A new line is highlighted on the Office Codes tab. The office Code, Rank and

Description fields are blank.

4. Complete the blank fields, and then click Save.

Another button--the Inactivate button--is visible on the Office Codes tab only for National-level
users granted the Officer role. (This button will not be visible or accessible to other users, as is

the case in Figure 8-13.)

NOTE: An office code can be inactivated only if an officer record is not associated with that
office code.
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To inactivate an office code, the National-level user should select the {office}, click the
Inactivate button, and click the Save button.

The A (Activate) field changes from Y (yes) to N (no), and the inactivated office
record no longer appears on the Officer tab.

8.8.3 Copy Officers

Under certain circumstances, the user can copy an officer record on the Office tab. Copying
records can reduce data entry in the officer management process. A user can copy an officer
record if:

e The user is a National (NATL) or District (DIST) user granted the Office role and
e For DIST users, the officer record involves an ADSO, VPPCA, or RCO office code.
To copy a record, click the {officer record} to be copied, and then click the Copy button.

The record is copied, with the Member Name set to vacant office and the Member 1D
field blank.

8.8.4 Delete Officers

A user can delete an officer record under the following circumstances:
e The user is a National (NATL) or District (DIST) user granted the Office role and
e The office is set to VACANT OFFICE.

NOTE: The user cannot delete an officer when a specific officer record is associated with the
office code. In other words, the office must show as vacant office on the Officer tab
before the record can be deleted.

To delete an officer record, click the {officer record} to be deleted, and click the Delete button.

The record is deleted and disappears from the Officers tab.
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9. REPORTS

AUXDATA allows users to run the following types of reports: Activity Logs, Abstract, Chain of
Command, Crew Underway Time, Resources By Flotilla, Operations, E-mail Directory, Member
Roster, Member Anniversary Status, Log Activity Summary, Activity By State, Sail List Detail,
Daily Sail List, Underway Resource Hours, Days Underway, Underway Activity and Crew,
Underway Crew, Address and Flotilla Data, and Unit Summary Data. This section provides
instructions for using the Reports button. These reports are generated in the following two

formats: .pdf and .csv.

For instructions on printing reports when connected through the CITRIX server, refer to

Appendix B, Printing Reports Through the CITRIX Server.
To access the Reports feature, perform the following step:

REPORTS
1. Click the button.

The Reports menu appears, similar to the following:

REPORTS

Admin Reports

| Activity Logs

Abstract of Operations

Underway Resource Hours

Auxiliary Unit Listing

Days Underway

Crew Underway Time

Mission Detail

Return To Menu |
Resources By Flotilla

Underway Crew

USCG Auxiliary Operations Member Anniversary Status Add

E-mail Directony Log Activity Summany

Unit Summary Data

Member Roster Officer Directory

Activity By State

Guarterly Billing

Annual Billing

Emergency Contact Info

Patriot Readiness |

ress And Flotilla Data |
Election Eligibility |

Figure 9-1 AUXDATA Reports Menu

AUXDATA Overview Guide, February 26, 2008

Page 65



9.1 Activity Logs

The Activity Logs button allows users to run a report on Activity Logs from the Start Date to the
End Date and Return to the main menu. To run an activity log report, perform the following

steps:

REPORTS
1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.

Activity Logs

2. Click the button.

The Activity Logs Report Parameters screen appears, similar to the following:

e Activity Logs Report

Activity Logs Report Parameters

Start Date End Diate I
[ |

Select Unit(g) to view in report:

| =l

Submit Return To Menu

Figure 9-2 Activity Logs Report Parameters Screen
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3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list

box, and then click Submit.

The Activity Logs Report screen appears, similar to the following:

H

E -'!T- 0

Activity Status
12-NOV-01 13:00 LW .
Resource Hull Tail Number: ORTT5ZN

Activity Logs

LONGVIEW
Reporting Period: 01 DEC 2001 Through: 05 DEC 2001
Days in Period: 5  Hours in Period: 120

LONGVIEW

Sub

co
Approved
D1 N

Mission
5P
LONGVIEW

Activity
OPS

Sub
Activity

CO
Approved

Activity Status Mission

01-JAN-01 O7:00 (WHUY M OPS ATON PYTBP D1 N
20-JAN-01 18:00 LW M OFPS ATON FEDBP D1 N
Resource Hull Tail Number: U21851 LONGVIEW

Sub
Activity

COo

Activity Status Mission Approved

13-APR-01 20:00 UPE M UPE UPE PWC 130 N
20-JAN-02 20:00 UPE I UPE UPE WNEK 130 M
Resource Hull Tail Number: WNG636K LONGVIEW

Sub
Activity
OP3

CO
Approved
o1 M

Mission
ATON PYTBP

Status

Activity
L A

10-JAN-01 22:00

Figure 9-3 Activity Logs Report Screen
4. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports menu appears.

9.2 Abstract of Operations

The Abstract of Operations button allows users to run a report on Abstract of Operations from
the Start Date to the End Date and Return to the main menu. To run an abstract report, perform
the following steps:

REFORTS

1. From the AUXDATA main menu, click the
The AUXDATA Reports menu appears.

button.
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2. Click the

Abstract of Operations

button.

The Abstract of Operations Report Parameters screen appears, similar to the

following:

’é;g Abstract of Operations Report

Abstract of Operations Report Parameters

Start Date | End Diate I

Select Unit(=) to view in report:

Submit

Return To Menu

Figure 9-4 Abstract of Operations Report Parameters Screen

3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list

box, and then click Submit.
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The Activity Logs screen appears, similar to the following:

UNITED STATES Reporting Period:
COAST GUARD
AUXILIARY Days in Period:
Resource Hull Tail Number: ORTE0ZA 130-07-06
Sub
Date Activity Status  Activity Mission
01-MAR-02 10:00 L A OPs ATON BRIDGE
02-MAR-02 10:00 P B2 STBY ATON BRIDGE
Resource Hull Tail Number: U21854 130-07-06
Sub
Date Activity Status  Activity Mission
D4-MAR-02 09:00 UPE A UPE UPE B10L
04-MAR-02 15:00 UPE A UPE UPE CAN

4] Hours in Period:

Activity Logs

OPCON

130
130

OPCON
130
130

HAYDEN ISLAND AND ALL SUB-UNITS

01 MAR 2002 Through: 08 MAR 2002

144

Approval

No
No

Approval

04-MAR-2002
04-MAR-2002

Figure 9-5 Abstract of Operations Screen

4. Click the X in the upper right-hand corner.

The window closes and the AUXDATA Reports menu appears.

9.3 Auxiliary Unit Listing

The Auxiliary Unit Listing button allows the user to run a report listing all units in the

Auxiliary. To run an Auxiliary Unit Listing report, perform the following steps:

1. From the AUXDATA main menu, click the

REFORTS

button.

The AUXDATA Reports menu appears.
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Auxiliary Unit Listing

2. Click the

button.

The Auxiliary Unit Listing Parameters screen appears, similar to the following:

’%_E Auxiliarny Unit Listing Repart

Report Format IPDF j"

Submit

Auxiliary Unit Listing Report Parameters

Return To Menu

Figure 9-6 Auxiliary Unit Listing Report Parameters Screen

3. Use the Report Format drop-down menu to select the desired report (format}, either PDF or

CSV.
4. Click Submit.

The Auxiliary Unit Listing report appears, similar to the following (shown in PDF

report format):
UMITED STATES o [
”’}t COAST GUARD Auxiliary Unit Listing
s AUXILIARY

Parant Uni: SAUXILIARY NATIOHEL UNIT Ui Humbsr: @ Zip Cosgec

hearbar Dabac Unit Hams: Uni Humksr: Zlp Coda:
FIRET DISTRICT HORTHERM REGION ;3
FIRST S0UTHERN 4
FIFTH KORTHERMN xE: 9147-0000

f0-JAN-CE FIFTH SCUTHERN 254
EEVENTH DISTRICT o
EIGHTH CESTRICT - COASTAL a1
EIGHTH CESTRICT - EASTERN Q=2
ENGHTH DESTRICT - \WESTERN RIVERS REGION q=s
MINTH CERTRAL &=
MINTH EAETERN o=z

C5-5EP-53 HNINTH WEETERH J==

O-Jum-33 ELEVENTH NORTHERM 113
ELEVENTH SDUTHERN 114
THIRTEENTH DISTRICT 120

el 2o . . & PR e = PR g B o Bl s e o el e e A e e B

Figure 9-7 Auxiliary Unit Listing Screen
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9.4 Crew Underway Time

The Crew Underway Time report shows crew hours, for the selected unit, for a user-defined
period of time. To run a Crew Underway Time report, perform the following steps:

REPORTS
1. From the AUXDATA main menu, click the button.
The AUXDATA Reports menu appears.
Crew Und Ti
2. Click the 7 lbutton.
The Crew Underway Time Report Parameters screen appears, similar to the

following:

78 Crew Underway Time Repart

Crew Underway Time Report Parameters

Start Date | _Endpate |

01-JAH-2006 I14—MAR—2I]I]E

Select Unit{zs) to view in report:

Submit Return To Menu

Figure 9-8 Crew Underway Time Report Parameters Screen

3. Enter the desired {Start Date} and {End Date} using the {DD-MMM-YYYY} format.
Alternatively, click the Statpste] or _Endbste | hutton, and then use the Calendar feature to
select the date.

4. Select the {unit} to be viewed using the Select Unit(s) drop-down menu.
5. Click Submit.
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The Crew Underway Time report appears, similar to the following:

f UNITED STATES

Crew Underway Time
HAYDEN ISLAND AND ALL SUB-UNITS

COAST GUARI. Reporting Period: 01-DEC-2001  Through: 02-DEC-2002
AUXILIARY Days in Period: 367 Hours in Period: 8308

Hull Number: OR4BTAAA Unit Number: 130-07-06
Crewmember Emp ID Unit Mission Count  U/W Hours
ANTANAVICH,JOSEPH F 1144341 013-03-03 1 4,148.00
ANDERSOMN KENNETH T 1174174 130-07-06 2 4172.00
ADAMS WILLIAM D 1176248 130-08-02 1 24.00
ADAMS DAVID L 1168878 130-11-01 1 24.00
OR4BTAAA's Totals 5 8,368.00

Hull Number: T2 Unit Number: 130-07-06
Crewmembaer Emp D Unit Mission Count  UW/W Hours
ANDERSOMN KENNETH T 1174174 130-07-08 2 14.00
T2's Totals 2 14.00

Figure 9-9 Crew Underway Time Screen

9.5 Resources By Flotilla

The Resources By Flotilla report displays resources assigned to the selected unit. To run a
Resource by Flotilla report, perform the following steps:

REPORTS

1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.
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Resources By Flotilla

2. Click the

button.

The Resources by Flotilla Report Parameters screen appears, similar to the following:

*Efl Resources By Flotilla Repart

Submit

Select Unit{s) to view in report:

Resources By Flotilla Report Parameters

ALL £ UH-INSPECTED £ OPERATIONAL o

[ -
Report Format IPDF ]‘

Return To Menu

Figure 9-10 Resources By Flotilla Report Parameters Screen

3. Click the appropriate option button to select one of the following report options to define the
status of resources to appear in the report:

e All resources

e Un-inspected resources only

e Operational resources only

4. Using the Select Unit(s) drop-down menu, select the {unit} to be included in the report.

5. Select either CSV or PDF from the Report Format drop-down menu.
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6. Click Submit.

The Resources By Flotilla screen appears, similar to the following:

MIIM'I'I—:D STATES
e COAST GUARD

w AUXILIARY

Unit
Humber Availability

054.20.04
054-20.04
054-20-04
054-20-04
054-20-04
054-20-04
054.20.04
054-20-04
054-20-04
054-20-04
054-20-04

054-20-04

9.6 USCG Auxiliary Operations

Class
Code

B

B

B

Facility
Humber

18505
1275
20145
18808
1681037
ek
20777

8551

Figure 9-11 Resources By Flotilla Screen

Resources By Flotilla

054-20-04 NEW BERN

HullTail

NCESOSWE
NC3275CF
NCE145WH
NC1B0EWS
MC3I8785H
NCD13TCY
NC2TTTWK
NCS581DD
NFOSPG
NFQSQY
NMOSFE

NEDSSC

Inspection
Date

18UL07

IJANDT
DE-FEBO7
25.APRAT
19-JUN-07
25.APROT
21-HOV.06
2EAPRAOT
05-APR-OS
15-MAR-05
O7-JANOS

22-MAR-07

Trail Lat.

L

M54 1N

355N

35-8N

MA42H

44.261-H

354-N

48N

E4N

3TN

347N

Lang.
T6.55.1-0
TT2.5W
TE-58.7-W
TE-45.5-W
83-21.2-W
TT=4.2-W
TT-5-W
420
£0-10.3-W
TT5.5:0

Cwmer

FORD, KEMNETH P{P)

LYMNCH, ROBERT JiP)

MULLEN, STEPHEN T{P}

KIREY, ELISA M(P}

PENNE, JOMN A(P) 171005
KIREY, ELISA M(P) 1158589
BOMNETT, HOWBERT Wi(F) 1174574
KIREY, ELISA M(P) 1158568
KIREY, ELISA M{P} 1158568
CBRIEN, JAMES P(P) 1142297
BOMNNETT, HOWBERT WiP) 1174574

CUMMINGS, BRADFORD C(P) 1130271

The USCG Aukxiliary Operations button allows users to run a report on USCG Auxiliary
Operations and Return to the main menu. To run an USCG Auxiliary Operations report, perform

the following steps:

1. From the AUXDATA main menu, click the

REFORTS

button.

The AUXDATA Reports menu appears.
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. USCG Auxiliary Operations
2. Click the button.

The USCG Auxiliary Operations Report Parameters screen appears, similar to the

following:

Eggl]lacle Developer Forms Runtime - Web

Action Edit Query Clear Window
"mUSCG Auxiliary Operations Report

ALL (+ IHACTIVE [ ACTIVE

Report Format IPDF 'I

Submit Return To Menu

USCG Auxiliary Operations Report Parameters

Figure 9-12 USCG Auxiliary Operations Report Parameters Screen

3. Select one of the following option buttons: All, Inactive, or Active, and then click Submit.

The USCG Auxiliary Operations screen appears, similar to the following:

Start Date

01 0CT 1992
01 OCT 1992
01 JuUL 1993
01 JUL 1993
01 OCT 1993
01 JAN 1994
01 APR 1894
01 APR 1894
01 APR 1854
01 APR 1884
01 SEP 1994
01 SEP 1994
01 SEP 1994
01 JAN 1995
01 APR 1885
01 JUL 1985
01 JUL 1985

UNITED STATES USCG Auxiliary Operations
COAST GUARD
AUXILIARY

Operation Owner Description
Code Name
ME-D11 D11 MO EXPLANATION
ME-17 D17 NO EXPLANATION
FO D2 FLOOD OPS
ME-LANT LANTAREA MO EXPLANATION
SCF D11 SOUTHERN CALIFORNIA FIRES
NE-PAC PACAREA NO EXPLANATION
OLMP D7 1886 OLYMPICS
FPT D2 FULL POWER TRAILS
DaCOC D& D8 CHANGE OF COMMAND
ME-D8 D8 MO EXPLANATION
MO D7 MAINTAIN DEMOCRACY {MNF HAITI)
S0M o7 SUMMIT OF THE AMERICAS
ME-D5 D5 MO EXPLANATION
oT Da OCEAN TECHNMICAL {UW TRANSIT TIME TO)
ME-D2 D2 MO EXPLANATION
BZHUR D5 BRAVO-TWO FOR HURRICANE
MWE-D1 D1 NO EXPLANATION

End Date

31 DEC 19892
31 DEC 1882
30 SEP 1983
30 SEP 1993
31 DEC 1993
31 MAR 1894
30 SEP 1996
30 JUN 1994
31 MAR 1895
30 JUN 15954
31 DEC 1994
31 DEC 1994
31 DEC 1884
31 MAR 1895
30 JUN 1995
30 SEP 1995
30 SEP 1985

Figure 9-13 USCG Auxiliary Operations Screen

4. Click the X in the upper right-hand corner.
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The window closes and the AUXDATA Reports menu appears.

9.7 E-mail Directory

The E-mail Directory button allows users to run a report on the E-mail Directory by unit and
return to the main menu. To run an E-mail Directory report, perform the following steps:

REPORTS
1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.

E-mail Nrectory

2. Click the button.
The Email Directory Report Parameters screen appears, similar to the following:

E%%Dlacle Developer Forms Runtime - Web

Action Edit Query Clear Window

Y= Email Directory Report

Email Directory Report Parameters

Select Unit(s) to view in report:

T - |

Report Format IPDF 'I

Submit Return To Menu

Figure 9-14 Email Directory Report Parameters Screen
3. Click the arrow for the list box, and then select the desired {unit}.
The unit appears in the box.
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4. Click Submit.

The E-mail Directory screen appears, similar to the following:

Unit Number
130-07-06
130-G7-06
130-07-08
130-07-06
130-07-06
130-07-08
130-07-06
130-07-08
130-07-08
130-07-06
130-07-08
130-07-08
130-07-06
130-07-06
130-07-08
130-07-06
130-07-06
130-07-06

3 F UNITED STATES
P COAST GUARD

AUXILIARY

Momber No. Member

1174174
1174173
1183318
TITATAE
11740989
1164028
1173083
1190284
1158374
1142087
1174109
1150774
1174025
1183301
1183448
1183443
1183429
1173850

ANDERSON, KENNETH T
BALE, MAXE

BALL, ROSE M
BLACKFORD, SHEILA A
BURNS, EDWIN M
CASE, MICHAEL T
DECKIE, GEORGE L JR
DOERFLER, GEOFF M
FOLLOWELL, TERESA A
GUAY, FAULD
GULBRANDSON, DANIEL C
HANSON, FRANCES L
HANSON, STEFHEN N
HEVY, ARTHUR D

HEVY, CATHY A

JAMES, NEIL H

KELLY. MARY A

KELLY, TIMOTHY J

E-mail Directory

130-07-06 HAYDEN ISLAND

Email 1 Email 2
HANDERSON@HOTMAIL COM ANDERSONK@ZOSCUSCE ML

SHIELA_BLACKFORDEYAHCD.COM
EDBURNS@GTE NET

GOOERFLER@ACL.COM

NHIAMES@HOME COM

CLOSALTOGBM@MEN COM

5. Click the X in the upper right-hand corner.

Figure 9-15 E-mail Directory Screen

The window closes and the AUXDATA Reports menu appears.

9.8 Member Roster

The Member Roster report lists members at a selected unit(s), with information such as
employment ID, address, e-mail address, phone number, and other contact information.
Optionally, the Member Roster report may be printed as mailing labels. Users can filter this

report using a number of parameters, including:

Membership—all members or only active or inactive members

User-specified competencies

User-specified offices

Time period covered (based on a user-specified status date)

Output—as a report or as mailing labels

By State.

To generate this report, perform the following steps:

1. From the AUXDATA main menu, click the
The AUXDATA Reports menu appears.

REPORTS

button.
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) Member B
2. Click the Ao e button.

The Member Roster Report Parameters screen appears (keyed to corresponding step
numbers):

ion Edit cwery Clear Window

| 3 J_Member Roster Report Parameters
Select Unit{s) to

ew in report: Unit |
[BucksporT ¢ - Status Dme%
Run Report for Members that are:
ALLT . MACTIVED *——RCTIE & o= 4 s bype:
Member Rns‘te alllng_EEEEIﬁ,.r Report Format: |PDF..:| 7

AID TO MAVIGATION (MTCN) TECHMICIAN 9 i- ' 10

AID TO MAVIGATION VERIFIER

AR CO-PILOT (( 1 1

|AIR COORDIMATOR TRAIMIMG (ALIK-15) I I_ -

. Anyone has one of the above competencies OR
holds one of the offices below.
nnyone has one of the above competencies AHD
Office: Fllter holds one of the offices below.

F LT L O bt TR -
|\-’ICE FLOTILLA COMMAMDER j :

IMMEDIATE PAST FLOTILLA COMMAMDER <

FLOTILLA STAFF OFFICER - AIDS TO NAVIGATION o

FLOTILLA STAFF OFFICER - O Gl _I -

State: L,
I Lo States |

Clear all Parameters | Submit Return To Menu

Figure 9-16 Member Roster Report Parameters Screen

3. Click the LI button, and then select the {unit} to be covered by the report from

the resulting LOV. Use the filter search capabilities, if needed, to display only units meeting
the filter criteria.

NOTE: {unit} is a required parameter. {Office} and {State} (see below) are optional and
cannot be selected without first selecting the {unit}.

4. Click the appropriate option button to select one of the following membership status
categories to display in the report:

e All members
e Inactive members only

e Active members only.
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5.

10.

11.

12.

13.

14.

Set {date} parameters for the report.

e First select a {date}, and then click the caL | button to use the calendar selection
screen.

e Click the appropriate option button to indicate whether the report should include
members with status dates occurring before or after the selected date parameter.

e If the user wishes to limit the report to a specific {Status type}, use the Status type
drop-down menu to select the desired {Status type}.

Click the appropriate check box to select the desired report output--Member Roster or
Mailing Labels.

On the Report Format drop-down menu, select either the PDF format or the CSV format.
To select a {Competency}, first click the {Competency} to highlight it.

Alternatively, to find a particular {Competency}, click the _ wmer | button, and then use
the filter screen wildcard search capabilities to specify the search criteria. When a listing of
competencies meeting the specified search criteria appears, click the desired {Competency}
to highlight it.

Click the button to move all highlighted competencies to the right side of the form,
thereby selecting them for the report.
To remove (reverse) selections, click the selected competencies to highlight, and then click

the button to reverse (remove) highlighted selections. Alternatively, click the IEI
button to remove (that is, reverse) all selections, highlighted or not.

Click in the appropriate option button to specify one of the following:

e Whether an individual must hold at least one of the selected competencies or at least
one of the selected offices

e Whether an individual must hold at least one selected competency and at least one
selected office.

To select {Offices} for the report, follow the same procedure used to select competencies:
first highlight the desired {Office}. Then click the ZI button to select the highlighted

{Offices} or click the or button to remove selections. Use the office —fitee | to
search for {Offices}, if needed.

To limit the report to a particular State, click the | button, and then select the

{state} from the resulting State LOV.

NOTE: If a {State} is selected (optional), the report will be comprised only of members from

15.

units located in that state.

Click the _Clear el Parameters | button to clear the form of parameters entered.

AUXDATA Overview Guide, February 26, 2008 Page 79



16. Click Submit to generate the report.

The Member Roster screen appears, similar to the following (member personal
information is intentionally obscured):

"Vl NITED STATES Member Roster
.- = COAST GUARD 01
r- i bl 013-01-01 BUCKSPORT

umit EmsD  BassBisiDate  LestNses Pisgl Nm=s W Busis 4841 aAgas ey Cane Zin Ermain Chmtux Phaass

e . - e am s - gt - =

Figure 9-17 Member Roster Report

9.9 Quarterly Billing Report

The Quarterly Billing report contains the employee ID, name, and AP (approval pending) status
date for each member during the year in the selected district, broken down by flotilla. All active
status members will be billed when a quarterly billing report is generated. Only users who have
the billing role can run this report.

Too run this report, perform the following steps:

REPORTS
1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.

: Quarterly Billi
2. Click the ey report button.

The Quarterly Billing Report Parameters screen appears.

"{E Carterly Billing Report

Quarterly Billing Report Parameaters

Quarter
FisT |
Select District to view in report:
054 FIFTH SOUTHERH LI
Calendar Year
|2l]l]5 VI

Report Format I PDF j‘

Submit | Return To Menu

Figure 9-18 Quarterly Billing Report Parameters
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3. From the appropriate list boxes, select the {Quarter}, the {District}, and the {Calendar
Year} to be covered by the report.

4. Inthe Report Format list box, choose the desired format (CSV or PDF), and then click the
Submit button.

A Quarterly Billing Report appears for the specified quarter and year:

Mew Enrollees

Ml MITED STATES FOURTH 2007

4 B CORAST G AR "

 Mede) ALNILIARY District 054

Unit Mumber Emp i Hams=s AP Status Dats
frinang e COYLE: JOHM WILLIAM pEC-OT
Flotilla 1 o] 1

Unit Mambar Emp id Mamrs AP Status Date

CS 00T 12278 25DEC-07

40007
Flotilta ko] i

Unit Musmbaer Emp id Hame AP Status Date
[i-2 Trug s F 22T ATKING: WANDSE NEWTOMN

403 B LANDRY PHILE KENNETH

Flatilla o] THPE THETE ST &

Figure 9-19 Quarterly Billing Report

5. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L%l at the upper right-hand corner of the window.

9.10 Member Anniversary Status
1. From the AUXDATA Reports menu, click the Member Anniversary Status button.

The Member Anniversary Status Report Parameters screen appears, similar to the
following:

Member Anniversary Status Report Parameters

Select Unit(s) to view in report:

[ - |
Report Format | PDF 'l

Anniversary Date (MM-YYYY)

Submit | Return To Menu

Figure 9-20 Member Anniversary Status Report Parameters Screen
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2. Select the {unit} to be viewed using the list box, enter the desired {Anniversary Date}, and

then click the Submit button.
The Member Anniversary Status screen appears, similar to the following:

Member Anniversary Status
: For 01-2003
F UNITED STATES
COAST GUARD
AUXILIARY BETHEL ISLAND AND ALL SUB-UNITS

Linit Member ID Member Name Base Enrgliment Date  Anniversary
113-10-04 1162353 DENKHAUS, JOHN E SR 01-25-1893 10
113-10-04 1176269 LINN , CAMERON L JR 01-12-1893 10

Figure 9-21 Member Anniversary Status Screen
3. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports screen appears.

9.11 Log Activity Summary

The Log Activity Summary button allows users to run a report on log activity summary from
the Start Date to the End Date and Return to the main menu. Perform the following steps to run

a Log Activity Summary report:

REPORTS
1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.
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Lag Activity Sumimary

2. Click the button.
The Log Activity Summary Report Parameters screen appears, similar to the
following:

*gg Log Activity Summary Report

Log Activity Summary Report Parameters

Start Date End Drate: I
] |

Select Unit({g) to view in report:

| =

Submit Return To Menu

Figure 9-22 Activity Log Summary Report Parameters Screen

3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list
box, and then click Submit.

The Log Activity Summary screen appears, similar to the following:

Log Activity Summary
130-07-06 HAYDEN ISLAND

UNITED STATES

= COAST GUARD  Reporting Period: 01 JAN2002  Through: 31 DEC 2002
L AUXILIARY DaysinPeriod: 365  Hours in Period: 8760
Resource Class: RAD
HTN's Unit: 130-07-06 Resource Type: MOBILE Hull/Tail Number: NM13CF
Number of Date of CO's
First Entry Date Last Entry Date Log Entries First Approval Total CO

Approval Count

24-FEB-2002 04:00  24-FEB-2002 04:00 1 a

Figure 9-23 Log Activity Summary Screen
4. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports screen appears.
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9.12 Officer Directory Report

Use the Officer Directory Report to retrieve information on the officers and the offices at any
unit in the organization. The report can be run from the division level down to any particular
unit. The following steps describe how to run the report:

1. From the Reports menu, click the Officer Directory button.
The Officer Directory Parameters screen appears:

&3 Activity By State Report

Activity By State Report Parameters

Start Date I End Date I

Submit Return To Menu

Figure 9-24 Officer Directory Parameters Screen

2. From the drop-down menu, select the {unit} on which the report is being run, and then click
the Submit button.

The Officer Directory report will look like this:

Unit Number 1700301
. UNITED STATES Unit Name FAIRBANKS FLOTILLA
a@-?& COAST GUARD Meeting Location TVL PROCESS TECHNOLOGY CENTER
1-‘. :T ,— AUXILIARY Meeting Date 2ND SUNDAY
Meeting Time 15:00
FC JAMES L MOMGCLD VFZ  MALCOLM H NASCN
PO BOX 60972 PO BOX 55212
FAIRBANKS, AK 00T06-0072 NORTH POLE, AK 987055212
Home Phons H 9074797676 Home Phone H 0074885703
Busiress Phone W 0074742555 Business Phone W 9072772264
Call Phone C 9073884294 Cell Phons
Faxe Mumber F 90T4TSTETE Fax Mumbsr F 9074881659
Home Email JIMMONGOLD@GCI.NET Home Email NASON@PTIALASKANET

Figure 9-25 Officer Directory Report
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9.13 Patriot Readiness Report

Run a Patriot Readiness report to retrieve a list of members available for duty at a particular unit
or state and on which days of the week they are available. This report is available in CSV format
only. To run a Patriot Readiness report, perform the following steps:

1. From the Admin Reports menu, click the Patriot Readiness button.
The Patriot Readiness report parameter screen appears:

&5 WINDOW1

Patriot Report

Search By:

% State  { Unit Number

Submit

Return

State: |

Competency: I

List of Walues

Select Skill Filter

Report Format i PDF - I Iﬁ
-

Hote: Leaving the Skill filter
blank returns all members.

Filter Report

Daws Auailable Su

for Dty

Day o)
Night £
Either )

)
2N (8
iy
e o

RIS Selecting a value will return
only those with that skill.

Fr Sa

I [T 2 Unselect Al

= & g | Select Al

2 g | select Al

f o | select Al

Either Yes Ho

(O &

[OI
(G
=

Mote: Leawe filter selections abowve blank to ignore time of day

Willing to do ©G or AUX administrative support missions...

Willing to Travel outside of home area. ..

Physically able to perform duties which you are gualified and registered for...
Have a current laminated D card with phota..

Figure 9-26 Patriot Readiness Report Parameters

2. First, choose either State or Unit Number to filter the report. Use the List of Values

buttons to enter either the {state} or {unit number}.
Enter the Competency by using the List of VValues button.

4. To filter the report by which {day of the week} the members are available, select the {days
of the week}, or else leave this section blank.

5. To filter the report by {skill code}, select a {skill code} from the Select Skill Filter box at

the top right of the screen. Leave the box blank to see members regardless of skill code.

6. To further refine the report, indicate Yes or No to the preferences and criteria located below

the calendar.

7. Click the Submit button.
A Patriot Readiness report is generated in CSV according to the parameters entered.
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9.14 Emergency Contact Information Report

The Emergency Contact Information report displays contact information needed in time of
emergency, including member name, employee identifying number, and emergency contact
names, telephone numbers, and so forth. To generate this report, follow these steps:

1. Atthe AUXDATA main menu, click

Reports

The Reports menu appears, displaying the Emergency Contact Info button.

2. Click the

Emergency Contact Info

button.

The Emergency Contact Information parameter screen appears, similar to the
following figure:

"{E Emergency Contact Information

Emergency Contact Information

Unit Numher:l j

Report Format Ip[": vl

Figure 9-27 Emergency Contact Information

3. Click the = button beside the Unit Number field, and then click the desired {Unit Number}
from the Units LOV to select it.

The {Unit Number} appears in the Unit Number field.

4. Click the =1 button beside the Report Format field, and then click the desired {format}
(PDV or CSV) to select it.

The selected {format} appears in the Report Format field.
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5. Click the Submit button to generate the report.
The report appears, similar to the following figure:

CiEn
CiEn
CiEn
CiEn
CiEn
a0
L]
3005
3005

Emergency Contact Info:
VIJ\III-II.\I ATES
- ¥ COAST GUARD
ﬁ':"-ﬂ AUXILIARY
012 FIRST DISTRICT NORTHERN REGION
s I FirstRame M Ml Suffic RelaSonshp  Last Name of Coatacy First Mami © M mdd oy Stte Dig Heme Phone Work Phose e
14%% RC_‘W0
L3 il A FATHER o R HWTCE A TMEUCAAVE i AN ME RS0 7 s TE
T 275 SEVER JLE MICI_L o
e EwlTH 1Y, "
il &7 laLinr LFR, AL DA F FATHER LPTAL™. A IER, ET.W3M T MARHALL PTRTD Ck SOMFWE ME  00000-CCND LMD . 0TUEVRR 20EY
firm V' ZZN, W
il Ak XA « WM
T BT i, BRLTE W BRI ER BE. 1Sl oom M T C.JRYS STREET ML WA CITE0ODND  EIUeTICla B1TEIMIN
YT CHY™ "M, Thi AJORE L

Figure 9-28 Emergency Contact Information Report

9.15 Underway Resource Hours

The Underway Resource Hours button allows users to run a report on an underway resource
hours from the Start Date to the End Date and Return to the main menu. To run an Underway
Resource Hours report, perform the following steps:

) ) REPORTS

1. From the AUXDATA main menu, click the button.
The AUXDATA Reports menu appears.

2 Click the Underway RBesource Hours button.
The Underway Resource Hours Report Parameters screen appears, similar to the
following:

*gg Underway Resource Hours Report

Underway Resource Hours Report Parameters

Start Date | End Date I

Select Unit(s) to view in report:

| =l

Submit Return To Menu

Figure 9-29 Underway Resource Hours Report Parameters Screen
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box, and then click Submit.

Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list

The Underway Resource Hours screen appears, similar to the following:

UNITED STATES
COAST GUARD
AUXILIARY

‘I!'m: ,

Unit Number: 130-07-06
Status: ALPHA UW
Mission Category Sub Activity

Underway Resource Hours
130-07-06 HAYDEN ISLAND

Reporting Period: 01 DEC 2002  Through: 02 DEC 2002
Days in Period: 2 Hours in Period: 48
Total Number of Resources Present in Report: ===

Resource Class Code: RAD

Mission Count Resource Hours

PS5 RADOP 1 48.00
Total Resource Hours in Status Category - ALPHA UIW 48.00

Total Resource Hours in All Status Categories for this Class: 48.00

Total Resource Hours for all Resources in all Stafuses: 48.00

Figure 9-30 Underway Resource Hours Screen

4. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports menu appears.

9.16 Days Underway

The Days Underway button allows users to run a report on the days the vessel is underway from
the Start Date to the End Date and Return to the main menu. To run a Days Underway report,

perform the following steps:

REFORTS

1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.
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Days Underway

2. Click the button.

The Days Underway Report Parameters screen appears, similar to the following:

’Eg Days Underway Report

Days Underway Report Parameters

Start Date | End Date I

Select Unit(=) to view in report:

| =l

Submnit Return To Menu

Figure 9-31 Days Underway Report Parameters Screen

3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list

box, and then click Submit.
The Days Underway screen appears, similar to the following:

Days Underway
130-07-06 HAYDEN ISLAND
UNITED STATES
COAST GUARD
AUXILIARY

Reporting Period: 01-DEC-2002  Through:
Days in Period: 2 Hours in Period:

02-DEC-2002
48

HTN: NM13CF
Status: ALPHA UMW
Sub Activity Mission Count Resource Days
RADOP 1 2
Total Resource Days in Status Category ALPHA UW 2
Total Resource Days in All Status Categories: 2
Total Unit's Resource Days for all Resources in all Statuses: 2

Figure 9-32 Days Underway Screen
4. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports menu appears.
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9.17 Underway Activity and Crew

The Underway Activity and Crew button allows users to run a report on underway activity and
crew from the Start Date to the End Date and Return to the main menu. To run an Underway
Activity and Crew report, perform the following steps:

REPORTS
1. From the AUXDATA main menu, click the button.
The AUXDATA Reports menu appears.
. Underway Activity and Crew
2. Click the button.
The Underway Activity and Crew Report Parameters screen appears, similar to the
following:

fea Underway Activity and Crew Report

Underway Activity and Crew Report Parameters

Start Date End Date I
| |

Select Unit{s) to view in report:

Submit Return To Menu

Figure 9-33 Underway Activity and Crew Report Parameters Screen

3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list
box, and then click Submit.
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The Underway Activity and Crew screen appears, similar to the following:

Underway Activity and Crew
- UNITED STATES
%&—. COAST GUARD 130-07-01 LONGVIEW
(=1 e r

w AUXILIARY 01JAN2001 to 02 DEC 2002

Resource: ORTT5ZN Mission: ATON FEDBP Start Time: January 20, 2001 12:00 AM

Crow Task Duration{hrs)
AARON, FRED § AlD VERIFIER 08
AARON, FRED § AlD VERIFIER 9.25

Figure 9-34 Underway Activity and Crew Screen
4. Click the X in the upper right-hand corner.
The window closes and the AUXDATA Reports menu appears.

9.18 Mission Detail

Run a Mission Detail report to retrieve mission details, such as mission category, the name of the
individual who performed the mission, the duration of the mission, and so forth, for the selected
period and unit(s). To run this report, perform the following steps:

Miz=ion Detail

1. From the AUXDATA Report menu, click

The Mission Detail Report parameters screen appears:

ea Mission Detail Report

Mission Detail Report Parameters

=tart Date _Enﬂ.llﬁth
01-JAH-2006 |3l]-.lﬁl'l-2lll]li

Select Unit to view in report:

Report Format IPDF j‘

Submit Return To Menu

Figure 935 Mission Detail Report Parameters
2. To define a reporting period, enter a {Start Date} and {End Date}.
3. Select the {unit} to include in the report.
4. Select the desired {Report Format} (CSV or PDF).
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5. Click Submit.

A Mission Detail report appears, similar to the following:

B UNITED STATES
bk COAST GUARD
!

AUXILIARY

Recourpe: 170-03-05
Migeion: UCG UCGOFS MS HARFAT

Mizzion Detail

170-03-05 VALDEZ FLOTILLA
01 JaM 2004 Through:
Heurw in Period

Repaorting Period:
Dayo in Peried 761

Stort Time: 01-07-05 12:00

HNome Emp Id Unit Number Poaition
SORUM: ALAMJ 1178168 1700308  LEAD
Minsion: UMS UADMS WSC PE Start Time: 01-12-05 12:00
HNome Emp Id Unit Number Pozition
SORUM: ALAMJ 1178168 1700308  LEAD
__, Migzion: UCG UCGOPS M3 HARPAT Start Time: 01-14-05 12:00
- -H""-\"J"';'\-'-‘- =t N aman o ST M ,_ﬁwJ_!..n."“‘_"'- s,

Figure 9-36 Mission Detail Report

9.19 Underway Crew

The Underway Crew button allows users to run a report on underway crew from the Start Date
to the End Date and Return to the main menu. To run an Underway Crew report, perform the

following steps:

1. From the AUXDATA main menu, click the

Durationthre): 2.5

30 JAN 2008
18264.0

Witz Exa=n diven

Diwrationthral: 1
Wiz Examo Siven

1

Durationthre): 2.5
oot

e - .

REPORTS

button.

The AUXDATA Reports menu appears.
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Underway Crew

2. Click the button.
The Underway Crew Report Parameters screen appears, similar to the following:

’E}l Underway Crew Report

Underway Crew Report Parameters

Start Date End Diste |
[ |

Select Unit(s) to view in report:

| =l

Submit Return To Menu

Figure 9-37 Underway Crew Report Parameters Screen

3. Enter the desired {Start Date} and {End Date}, select the {unit} to be viewed using the list
box, and then click Submit.

The Underway Crew screen appears, similar to the following:

Underway Crew
UNITED STATES 130-07-01 LONGVIEW
COAST GUARD
AUXILIARY 01 JAN 2001 Through 02 DEC 2002
REPORT RUN 28-FEB-2002 07:59

FLULL NAME MISSIONS NIGHT HOURS TOTAL HOURS
AARON, FRED 5 1 00
ANDERSOM, KENNETH T 3 00 578.00
ANDREASEN, RICHARD | 2 00 1.00
ARNOLD, ROBERT L 1 00 1206.00
AXINN, RICHARD 1 00 1206.00
BALFOUR, WILLIAM M 2 00 478
BALKEMA, DOUGLAS R 1 00 1206.00
BALL, MAX E 1 00 1.00
BANEY, JOE E 2 00 1210.78
BANMNON, PATRICIA A 1 00 1206.00
BARTLETT, ROMALD L 2 00 578.00
DREHER, ANGELA R 1 00 1206.00

Figure 9-38 Underway Crew Screen
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4. Click the X in the upper right-hand corner.

The window closes and the AUXDATA Reports screen appears.

9.20 Address and Flotilla Data

Run an Address and Flotilla Data report to retrieve address, phone, and member status
information on members at a flotilla. Users have the option to filter the report to view only

active, inactive or all members.

REPORTS

1. From the AUXDATA main menu, click the button.
The AUXDATA Reports menu appears.

Address And Flotilla Data

2. Click the

button.

The Address and Flotilla Data Report Parameters screen appears:

%_E Address and Flotilla Data Report

ALL C IHACTIVE C

Submit

Select Unit{s) to view in report:

N |

& Order report by Mame
" Order report by Flatilla then MNarme

Address and Flotilla Data Report Paramsters

ACTIVE Q

Search by Hame, EMP ID

Return To Menu

Figure 9-39 Address and Flotilla Data Report Parameters Screen

3. Click only one of the three option buttons to include in the report, All members, Inactive

members, or Active members.

4. Select the {unit} to be covered by the report from the Select Unit(s) drop-down menu.

5. To search for a particular member, click the

Search by Hame, EMP 1D |

button, and use the resulting

search screen to find the desired name or EMP ID.

6. Click the appropriate radio button to sort the report either by:

e Name

e Flotilla, then by name (within flotilla).
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7. Click Submit.

The Address and Flotilla Data screen appears, similar to the following:

Address And Flotilla Data
UNITED STATES
92 COAST GUARD
Elaul 130-11-04 CANYON

e AUXILIARY
NAME PHONES BASE ENROLLMENT OFFICES FACILITIES
NUMBER BO: BOAT F: FAX
ADDRESS BU: BUSINESS H: HOME MEMBER STATUS CURRENT PAST  CODE o DATE
CITYISTATE/ZIP C: GELL P! PAGER
ANTRIM, GLEN W H: (208) 466-6330 05/23/1990 FSO-AN FSO-AN VPN ID440BW
1172424 130-11-04 '
108 OWYHEE AVE BQ 2o
NAMPA, 1D 83651-2537
BALL, DEBRA J BU: (208) 454-8651 06/12/1992 FSO-FN N
1168856 130-11-04 H: (208) 459-7073
4020 CLEVELAND BLVD BQ
CALOWELL, 1D B3605-6568
BALL, LARRY R BU: (208) 455-1010 04/04/1991 FSO-MV  FSO-CM N
1172486 130-11-04 H: (208) 459-7073 FSOMV
4020 CLEVELAND BLVD BQ
CALDWELL, ID 83605-6569 FSO-PB

FSO-SR
BREITENFELDT, TERRY A BU: {208) BO8-3754 05/13/1997 ADSO-CM RPD  NMA3FC  09/07/20(
1173468 130-11-04 C: (208) 250-5347 FSOMS  RPO  NF13DJ  DSYO7/200
3804 MEADOW LM BQ
YAKIMA, WA 98902-3915 S0-CM

Figure 9-40 Address and Flotilla Data Screen

9.21 Unit Summary

Run this report to retrieve unit summary data, such as member data, missions, training, activities,
and so forth. To run this report, perform the following steps:

Unit § Dat
1. Click the S button.

The Unit Summary Data Report Parameters screen appears:

"5_9 Unit Summary Data Report

Unit Summary Data Report Parameters

Start Date End Date I
] f

& Single summary repaort

" All units and sub-units run individualy Choaosing "All units and sub-units run
Select Unit{s) to view in report: individually” can un_ly be used with a CGDI!
I _I JINITIATOR connection. Do not use "All units
and sub-units run individually” with an

Internet Citrix connection.

Submit | Return To Menu |

Figure 9-41 Unit Summary Data Report Parameters Screen
2. Enter a {Start Date} and {End Date} to define the reporting period.
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3. Select the desired reporting option, either Single summary report or All units and sub-
units run individually.

NOTE: Users cannot run the All units and sub-units run individually option if connected
through CITRIX. This reporting option can only be used with a CGDN JINITIATOR
connection.

4. Select from the drop-down list the {unit(s)} to include in the report, and then click Submit.

The Unit Summary Data screen appears, similar to the following:

Unit Summary Data

- UNITED STATES

-  CTRAST GiLLAKID
Tend AUXILIARY

MEMBERSHIP DATA

01-JAN-2003 TO 05-MAR-2003

OPERATIONS

130-11-01 BOISE

WESSEL EXAMINATIONS

MEMBEER DATR ] HISSIONS HEE # ACTIVITY &
HEW ENROLLEES o SATETY 0 WVESSEL EXAMINERS ]
DISHE + DTHS o REGRTTA o MARIME DEALER VISITORS 1
TOTAL ACTIVE MEMEERS & CHART p FISHING VES. EXAMINERS o
BQ 20 MER p VB0 GIVEN o
e 4 o8 LOGISTICS o 0 WEC'E PASSED o
- MARIME SAFETY a & VSC PASSED ¥ kel
HETIHED 1 a g MO VISITS ]
I o3 OPE BURFORT -
HEW RETIRED o FISHING VES. EXAMS o
TRANSFERRED OUT q
PRATHING ASETETE I FACILITIEZ
HEW BQ o HEW BeQE a LIVES SAVED 0 TOTAL SURFACE FACILITIES 3
HEW 10 0 HEW VE a FERSCME ASHTD p TOTAL AIR FACILITIES o
HEW IT 0 HEW CPVE a PFROPERTY VALUE {000) ] 0 TOTAL BADIO FACILITIES ]
HEW MOV 0 HEW ATR OFs o CREW
HEN AR 0 HEW AN o PO b
HEW SC SFEC ] COXENATH
MT SESSIOHS 0 MT HoURS o
gE 1

Figure 9-42 Unit Summary Data Screen

9.22 Activity by State

The Activity by State button allows users to run a report on log activity summary from the Start
Date to the End Date and Return to the main menu. To run an Activity by State report, perform
the following steps:

REPORTS

1. From the AUXDATA main menu, click the button.

The AUXDATA Reports menu appears.

AUXDATA Overview Guide, February 26, 2008 Page 96



Activity By State

2. Click the — button.
The Activity by State Report Parameters screen appears, similar to the following:

¥om uarterly Billing Repart

Quarterly Billing Report Parameters

Guarter

FrsT

Select District to view in report:

054 FIFTH SOUTHERH ;I
Calendar Year
IZI]I]S vI

Report Format IPDF ]‘

Submit Return To Menu

Figure 9-43 Activity By State Report Parameters Screen
3. Enter the desired {Start Date} and {End Date}, and then click Submit.
The Activity by State screen appears, similar to the following:

Activity By State
UNITED STATES
COAST GUARD FOR PERIOD 01-DEC-01 THROUGH 02-DEC-01
AUXILIARY
AUXFAC  TOTALAUX  PATROLS ON NO. PEC ENROLLEES AUXILIARY  ASSIST DATA
N PATROLS  5/S WATERS BY TYPE OF COURSE NO.ASSTS/  PRSNS ASSTDI s
STATE STATE  NO./HOURS NO./HOURS 1L  MULT-L ST-CRS  PRSNS SAVD VALUE x $1000 GIVEN
A T4 3 1 1 ] 1 5 5 ]
80 144 a8 3 50
AL 407 0 0 0 o o o 0 o
116 i [} [i] 1]
AR 223 0 0 o o o o 0 o
56 i i} ] 1]
Az 321 0 0 o 0 o o 0 0
BT 4] 1} ] n
cA 3377 24 2 0 2 o 10 5 2
478 1,002 96 3 50
co 115 2 [} [u] i L] 1 1] i
30 % 0 o 0
T 502 1 0 o o o o 0 o
BS 1% i} [i] 1]

Figure 9-44 Activity By State Screen
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4. Click the X in the upper right-hand corner.

The window closes and the AUXDATA Reports screen appears.

9.23 Annual Billing Report

The Annual Billing report contains the unit number, employment 1D, and person’s name,

including an indication of past district commodores (PDCO), for each member enrolling during
the year in the selected district, broken down by flotilla. Only users who have the billing role
can run this report. All active status members will be billed.

To run this report, perform the following steps:

REFORTS

1. From the AUXDATA main menu, click the button.
The AUXDATA Reports menu appears.

Annual Billing

2. Click the

report button.

The Annual Billing Report Parameters screen appears.

&8 annual Billing Report

Select District to view in report:
081 EIGHTH DISTRICT - COASTAL -

Calendar Year

Submit

Annual Billing Report Parameters

Report Format IPDF 'I

Return To Menu

Figure 9-45 Annual Billing Report Parameters

3. From the appropriate list boxes, select the {District}, {Calendar Year}, and {Report
Format} (CSV or PDF) to include in the report.
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4. Click Submit.
An Annual Billing report appears for the specified district, year, and report format:

Annual Billing "
vl'\lllllhltllw ‘1
o WA District 081 2006 4
Unit Number Emp Id Hame POCO 4
QE10102 1207848 ASELLEAA: SONMIE J !
QE10102 1183378 ASHLEY: BYRON T k
QEA0102 1198236 CHAMFION;: DEBORAH £ f
QE10102 1138282 CHAMFION: JOHN A ;
QE10102 1214032 DENMARK: JOHN T Q'
QEA0102 1147004 GILBERT: DOM F 3
QET0102 1155638 GILBERT: GWEN J ';
QE10102 1214031 GLITTMAN: DAVID
QEA0102 1171080 HANZEN: GORDON H -
QE10102 1176653 HULTS: STEVE W
gE10102 1184706 KEY: HOLLIS J 2
QE10102 1192483 KOLK: LAURENCE G
QE40102 1199816 NICOLL: HARLOW W
r QTG o, TR, DHOR T SARAYE g e J!

Figure 9-46 Annual Billing Report

5. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L%l at the upper right-hand corner of the window.

9.24 Election Eligibility Report

The Election Eligibility Report is designed to check the credentials for persons at a flotilla,
division, district, or national unit in order to determine who should be considered for an elected
position.

1. From the AUXDATA main menu, click the Reports button.
The AUXDATA Reports menu appears.
2. Click the Election Eligibility Report button.
The Election Eligibility Report parameters screen appears.

Election Eligibility Report

unit Humber: R - |
Ofﬁce:l L‘
Report OLrtput:IpnF vi
Back | Submit |

Figure 9-47 Election Eligibility Report Parameters Screen
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3. Select the desired {Unit Number} from the drop-down menu.

Election Eligibility Report

unit humber: I -
FY

Offi

Report Outp

Back

170-02-05

SEAARD FLOTILLA

170-03  CEMTRAL DIWISICHN

170-03-01
170-03-02
170-03-03
170-03-04
170-03-05

FAIRBAMKS FLOTILLA
AMCHORAGE FLOTILLA
EAGLE RIWER FLOTILLA
MAT-ZU FLOTILLA
WALDEFZ FLOTILLA,

Figure 9-48 Unit Number Selection

4. Select the desired {Office} from the drop-down menu.

Election Eligibility Report

Unit Humher:l1 70-03 CEMTRAL DIVISICHR

orfice: N -

Flotilla Commancder
“ice Flatila Commander

Report Output:

Back

Figure 9-49 Office Selection

vizion Captain

Division vice Captain

5. Select the desired format from the report: PDF or CSV.
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6. Click Submit.
The Election Eligibility Report appears.

Officer Eligibility Report
UNITED STATES gibility Rep

COAST GUARD 170-03 CENTRAL DIVISION Members Eligible to be DCPs.
Wl AUXILIARY

Mame Unit Employee Id
TAYLOR, GARY A 170-02-02 1172913
TAYLOR, SHAME A 170-03-02 1177278
TERENCIO, DEAN P 170-03-02 1177222
TERENCIO, NANCIC 170-03-02 1177251

4

4

BEGEN, DEMNIS J 170-03-0
RENKE, MONIKA L 170-03-0

1166332
1214269

Figure 9-50 Election Eligibility Report

7. Click the close button in the upper right corner of the report window, and then click the Back
button on the Election Eligibility Report parameters screen.

The report closes, and the AUXDATA Report menu appears.

9.25 Admin Reports

Several Admin Reports are available to AUXDATA users who have administrative privileges.
These reports retrieve and summarize data at the district level and Coast Guard wide, depending

on the user’s access level. See the sections below for instructions to run the individual Admin
reports.

To access the Admin Reports menu, perform the following steps:

Reports

1. From the AUXDATA main menu, click
The Reports menu appears, displaying the Admin Reports button.
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Admin Reports

2. From the Reports menu, click

The Admin Reports menu appears.

ADMIN REPORTS ==
=

i

|
Ty ;-.unu'.r
|

Wby | ASOORA 1A ey Vs Mare ]

|

Rt T Maivs

Figure 9-51 Admin Reports Menu
3. Choose the desired report option.

9.25.1 PE Performance Awards Due Report

This report provides a list of Auxiliary personnel who are due for a PE Performance Award,
based on earned credits. To run this report, perform the following steps:

PE Performance Awards

1. From the Admin Report menu, click

The PE Performance Awards Report parameter screen appears.

Calender Year

Submit I Return To Menu

Figure 9-52 PE Performance Awards Report Parameter
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2. From the drop-down, select the {calendar year} to define the report.

Submit

3. Click

A PE Performance Awards Due report appears for the selected calendar year.

UNITED STATES 2002 PE P
r erformance Awards Due
%ﬂi : COAST GUARD
AUXILIARY L
w District 130
Unit Number Member No. Name Inst Aide Credits Prev - Last
130-01-01 1173800 ALBERT, STEVE J 26 9 305
130-01-01 1184364 FARINHA, MICHAEL A 43 10 48
130-01-02 1173719 JENSEN, ALLEN § g2 24 74 1-12/31/2000
130-01-02 1174186 OLSON, CHARLES E 46 25 GRS
130-01-07 1148828 BERMINGHAM, JOHN B 8 56 36
130-01-07 1146270 BOERNMER, BILL 4 79 435
130-01-07 1172371 DEAN, RUSSELL H JR 19 101 895
130-01-07 1171707 KRIEG, JOHN T 43 83 845
130-01-07 1169190 MCKEAN, JOHN S 73 41 835 1-12/31/2000
130-01-08 1004705 FORD, ANTHONY B 36 21 465
130-01-08 1173787 LOKEM, DONALD L 14 64 36 1-12/31/2000

Figure 9-53 PE Performance Awards Report

9.25.2 VE/MDV Performance Awards Report

This report lists Auxiliary personnel eligible for a VE/MDV Performance Award, based on
earned credits. To run this report, perform the following steps:

YEMDY Performance Awards

1. From the Admin Report menu, click
The VE/MDV Performance Awards Report parameter screen appears.

TR VEMDY Performance Awards

VEMDV Performance Awards Report Parameters

Calendar Year _—

s |
e
T
Report Format IPDF j‘ _

Submit | Return To Menu

Figure 9-54 VE/MDV Performance Awards Report Parameters
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2. Click the =] button next to the Calendar Year field, and then click the desired {Calendar
Year} from the resulting picklists.

The selected {Calendar Year} appears in the Calendar Year field.

3. Click the =] button next to the Report Format field, and select the {Report Format} from
the resulting picklists.

The selected {Report Format} appears in the Report Format field.

Submit

4. Click

A VE/MDV Performance Awards Due report appears for the selected year, in the
selected format.

2005 Veooel Examinationa/ 3
-3 UNITED STATES Marine Dealer Vigite 1
9 B COAST GUARD Paerformance Awarde Due )
w AUXILIARY
Diztrict 082 I
Unit # Emipl 1D Mame WEC WDV Prow
082020 1208504 BREWER JOHN H SR &0 5 0
oaz.ge-11 1185607 MARTIN AONALD L 307 0 0
082-05-063 1150476 STROUP DAN J 70 i 1 3-DEC-02
DE2.05-04 1167925 LAUTER HENAY F 54 B3 1 $1.DEC.02
082-06-03 1182305 HOUNSHELL JERRY K 19 45 0
082-08-05 1167908 CANOM ARDATH B 5 56 0
0821102 1184332 HAWKING FANDY J 63 0 0 i
0821102 1157477 PHILLIPES JOSEPH C 14 104 4 27-FEB-04
0821203 1168153 SHIFLETT GEORGE P 12 T4 2  M-DEC-02 i
0@2.12.07 1161057 FARST KEMNETH E 45 30 1 31.DEC.02
082-12-07 1168166 JAYMES JMOEE 58 & 0
082-16-06 1208300 SHARER KATHLEEN S 68 0 0
082-18-06 1161286 HUDDLE MICHAEL D 242 0 0
082.24-02 1205334 JOHMSON OF 4 B 1 91.DEC.02 i
DE2.24.04 ., J1E2180, . . JOWICA DAVE D, - . L L3 . .1, ALDECDD. , ...

Figure 9-55 VE/MDV Performance Awards Report
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9.25.3 Operations Performance Awards Report

This report lists members eligible for the Operations and Performance Award and displays, for
each member, cumulative hours in operations supporting the award. To run this report, perform

the following steps:

1. From the Admin Reports menu, click

Operations Performance Awards

The Operations Performance Awards Report Parameters screen appears:

’%__E Operations Performance Awards

Operations Performance Awards Report Parameters

Submit

Return To Menu

Figure 9-56 Operations Performance Awards Report Parameters

2. Click the = box, and then click the desired {Calendar Year} from the resulting picklist.

The selected {Calendar Year} appears in the Calendar Year field.

3. Click the Report Format = button, and then click the desired {Report Format} from the

resulting picklist.

The selected {Report Format} appears in the Report Format field.
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4. Click Submit.

An Operations Performance Awards Due report appears for the selected year, similar
to the figure below.

9 '-L‘;:L';'F' (":l g 2006 Operations Performance
i AUNILLARY Awards Due
Mational
EmpIID Nams Supt  Ope  Ar  Clase  PrewLast
1142142 MAXNER JAMES 8 &1 o 8- 265EPOS
1995365 COFFEY DAVIDJ &5 o 3 3-DECOS
1195026 AST WILLIAM F JR =01 5 8- 26-5EFS
1162333 THEVE ROBEATL &2 o 0
1985402 GOULD ALANE 2 B o 0
1985132 LUTES RICHARD A JR 8 & o o
1143503 TIERNAN JULIAF 241 5 4 21-DEC-D5
1154404 AUCHY GEORGE B i &1 O 4 265EPOS
143745 EASTMAN JANE 5 12 O 4 265EFOS
1144577 RODERICK PAUL D B O 4 265EPDS
1144155 MISSEL ALAN 2 o7 o 0
1944267 SILVESTRI ANTHONY J 4 & o & 21-DECOS
1143277 DAWE SUSANE 207 E 5 I TT-MARD3
1343857, LIVOLELRABERTD s vn 4. I T om o D i 26-SERAS

Figure 9-57 Operations Performance Awards Due Report

9.25.4 Sustained Auxiliary Service Award

This report provides Auxiliary members’ total service hours for the issuance of a Sustained
Auxiliary Service Award. To run this report, perform the following steps:

Sustained Service Awards

1. From the Admin Reports menu, click

The Sustained Auxiliary Service Award report parameters screen appears:

%m Sustained Service Awards

Sustained Service Awards Report Parameters

Select District to view in report:

N - |

Submit | Return To Menu

Figure 9-58 SSA Report Parameters
2. From the drop-down, select the {district} on which the report is being made.
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3. Click Submit.

A Sustained Auxiliary Service Award Report appears, similar to the following:

Unit Number
1140204
1140204
1140210
1140303
1140304
1140305
1140308
1140310
1140405
1140503
1140508
1140508
1140703
1140902
1140904
1140908

Member No.
1172133
1163670
1174738
1156150
1152689
1174692
1169905
1175108
1153922
1175206
1177568
1176945
1147129
1174277
1176175
1172562

UNITED STATES
COAST GUARD
AUXILIARY

Sustained Auxiliary

Name

MILLER, RICHARD B
SUTIS, DAMASO H
MONROE, MARK N
VATZ, ROBERT H
RICHARDSON, JOHN F
ANTHONY, LEE
RICHTER, CHARLES N
BROMBEREK, JOHN E
MCDONOUGH, JOSEPH J
DELUCIA, JOHN R
FLYNN, DONALD J
SCHLOSSER, DONALD C
ROM, JOSEPH W
KAUFMAN, HARRY E
HAUSER, CHARLES E
FRIZZELL, RICHARD D

District 114

TotHrs
4488
6249
2413
2314
5370
2342
3166
2262
3033
1562
1602
1597
7767
1532
1501
2876

Service Award Status

AwdHrs
1488
999
913
814
870
842
916
762
783
802
852
847
1017
782
751
1376

Prev - Last

4 - 01/07/2000
- 1116/2001
- 09/30/2002
- 11/26/2000
- 09/30/2002
- 06/01/2000
- 09/30/2002
- 01/07 /2000
- 11/26/2000
- 01/07 /2000
- 09/30/2002
- 1116/2001
- 09/30/2002
- 11/26/2000
- 06/01/2000
- 11/26/2000

[ I = B s IR 7 o= I = S T S I

Figure 9-59 SSA Report

9.25.5 RBS Device Award Report

A Recreational Boating Safety (RBS) Device Award Report is a report that provides a list of
Auxiliary personnel who are due for an RBS Device Award, based on 120 credits earned for 2

consecutive years.

1. To access the RBS device awards, click the
2. Select the most current {date} available that can run the report.

3. Select a report format.

RES Device Awards

at (2008
2009
2010
2011
| 2012
2013
2014

Calendar Year
~
2007 B

Figure 9-60 Date Selection

button.
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4. Click Submit.

The report will show all personnel listed and their earned credits for the current year,
similar to the following:

o LUNITED STATES i
’.,‘}t COAST GUARD 2007 RBS Device Awards Due
w AUXILIARY District 054
Unit# Empl 1D Name 2006 Cradits 2007 Credits Award Date
BEd D PAEOZRG AOHNSON B RCE ¢ 4 157
Oaa.000 IGF 103 SCAVONE MCHAEL B 1A
(R B LR EE] METI8A - BERNHARDT CHARLEST A5
Obi 0107 IR0 FRENCH JUISTIN G {38 145 FEULET
ST PIA05 FRENCH LYRN B a7 161
(0807 (15412 AITEN DAV KR i i1
[l S R ] THETE BIDNDO. ANTHONY JR ) o1
O6d10.00 . - 1IB8ST1 - SHAW PETERF 110 137
0541700 11862 JASPER X 5 LE
0541801 1218405 STEWART R 147
D540 55001 4 T
A 00 115348 L 47
0542008 143 28
542006 73

Figure 9-61 List of Awards Due

9.26 Annual Member Letter

This report is generated in the form of a system-generated letter to be provided annually to
members of the selected unit. It provides AUXDATA information concerning the member,
including contact information, qualifications, awards, and mission/activity hours. It may be
generated for an individual member or, in 20-member groupings, for a selected unit. To run this
report, perform the following steps:

Annual Mamber Letler

1. From the main AUXDATA Reports menu, click the |‘ button.
NOTE: This button is visible only to users logged on at the Division or Flotilla levels.

The Annual Member Report parameter screen appears, similar to the following figure.

NOTE: The Member Grouping field does not appear on the parameter screen unless a unit
number is selected (to run the report for a unit).
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%58 AUMDATA Reparts

Annual Member Report

Member Numher:l

Unit Humber:

y <]

LY - -
L T Member Grouping field
ember Grouping: I - I =" wili not appear unless
Unit Number is sefected.

Back | Submit | !
]

]

—
I Member Grouping appears, £-~"
you can only run the report for up to
20 members at a time.

Figure 9-62 Annual Member Report Parameter Screen

2. If the report is for one member, enter the {member number} in the Member Number field.

3. If the report will cover an entire unit, click the = arrow in the Unit Number field, and select

the {unit number} from the resulting LOV.

If a {unit number} is selected, a Member Grouping field will appear (as highlighted

in blue in Eigure 9-62).

4. 1f the Member Grouping field is visible, click the [ arrow, and select the desired 20-

member grouping from resulting picklist.

NOTE: To run the report for additional 20-member groupings, repeat Steps 4 and 5 until all
desired reports (letters) are generated. The 20-member limitation is necessary to

prevent an overload of system resources.
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5. Click the Submit

button to generate the report.

The report appears in PDF format, similar to the following figure. A report (letter) is
generated for the indicated member or for all members in the selected 20-person

grouping.

Annual Member Summary & Status Report

REPORT PERIOD: 2006

Member No. g13-11-02

HILA. cell
_— Home:
. I:I'S,,_‘\Dr‘ N Report data Email: .-
MASHEEE, WA 02845-0000 mte“tlﬂ“a"}"
ohscured

Baze Enrollment Date: 08181988 Flotilla Enrollment Date:

Current Offices Held: 197G
Qualifications: BCCREW 0400, T 1288, wE 0503,
Awardz Received: AUXILIARY MEMBERSHIF SERVIGE AWARD

FRESIDENTIAL UNIT GITATION
GG UNIT COMMENDATION

08/18/1993 Status: BQ 0858

GG MERITORIOUS TEAM GOMMENDATION
SPECIAL OPERATIONS SERVICE RISBON
SUSTAINED AUXILIARY SERVICE AWARD

AUXILIARY PE SERVICE AWARD
ICS /1S Gourses 1GS100 ICST00

@ oo

Section 2 End of the Year Cumulative Activity Summary

MISSION # HOURS
SURFACE PATS SKIPFFER
SURFACE PATE CREW: 4 12.4

SURFAGE STND BY SKIP:

SURFACE STHC BY CREW.

WIR PATE PILOT:

AIR PATS CREW:

AIR ON DECK PILOT:

AIR ON DECK CREW:

RACIO MISSIONS:

MEP MISEIONE:

MS MISSIONS:

OPR SUPT MISSIONS: 7 249
ADM SUFT MISSIONS:

MEDICAL MISSICNS:

INTERPRETER MISSIONS

PE INSTRUGTOR: 11 24.4
PE AIDE:

TOTAL MISSICNS g0

MISSION

FROGRAM VISITS
WVEC GIVEM

FAGILITY INSP:

GEY EXANTD:

UPY EXAMD

T-BOAT EXAMD:
BARGE INSFT.

TOW BOAT INSPT
ATON MISSIONS:
ATON DISCREP:
ATOMN VERIFIED:
FERSONS SAVED:
PERSOMNS ASSISTED:
FROPERTY ASSTD:
85" HOURS: 183

a

TOTALHOURE  3goa

Figure 9-63 Annual Member Letter Report
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10. TRAINING

The Training button allows users to insert, update, and delete tasks and competencies, insert and
update assignments, capture tasks, view references, and insert, update, and delete certifications
using the TMT screen. The following sections elaborate on the specific buttons the TMT allows.
To access TMT, perform the following steps:

10.1 Accessing TMT

Training

1. Click the L 1 button from the AUXDATA main menu.
The Training Management Tool main menu appears, similar to the following:

Trainine MANAGEMENT TooL

CERTIFICATIONS

ASSIGHMENTS REFERENCE TABLES

REPORTS TASK CAPTURE

RETURH TO AUXDATA

TASK Maintenance COMPETENCY Maintenance

Figure 10-1 Training Management Tool Main Menu
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10.2 Assignments

The Assignments button allows users to assignh competencies to units, tasks to competencies,

and competencies to people.

10.2.1 Assign Competencies to Units

To assign competencies to units, perform the following steps:

1. From the TMT main menu, click the Assignments button.

2. Click the &

ASSIGN COMPETENCIES TO UNITS

The Unit Selection screen appears, similar to the following:

£ Dracle Forms Runtime - [Assignments]

A button.

@ Action Edit Query Clear “window _l_l- <) ﬂ
Units | Azsignments
Select Level Unit Humber Unit Mame State
E -
b psa-o ORTHERN CHESAPEAKE o
r Foor psa-01-01 RIvIERS BEACH o
r FloT psa-o1-02 ROCK CREEK o |
- Flor ps4-01-03 ILL CREEK o
- FloT psd-01-04 FALTIMORE o |
r FloT psa-01-06 [2rrAPOLIS o |
r Flor psao1a7 fasaDEN, o
r FloT psa-01-08 AGOTHY RIVER o |
r Foor P5a-01-09 MNER HAREOR YRl
v psa-02 POTOMAC bc |
- FloT ps4-02-01 [onE WaSHINGTON e |
r FloT psd-0z-02 CapmoL Fc |
- FLoT 540204 [COLLEGE PaRK o
r Foor psa-0z-05 [EEsELRG pc | =
Stz | Return to Menu FILTER |
|Record: 1/7 [ <05C» [<DBG> |
Figure 10-2 Unit Selection Screen
3. Select the check boxes for the unit(s) being assigned competencies.
The Units are checked.
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4. Click the Assignments tab.

The Assignments screen appears, similar to the following:

8 Oracle Forms Runtime - [ASSIGMMENTS] ME R

@action Edit Query Clear Window

===

Unitz | Azzignments |
Unit Listing: FIFTH SOLITHERN D s Sy

Return to Menu | cannot be removed except

| LI by assigning unit.
Available Competencies Azsigned Competencies
* -
[.0¥ILI AR LEADERSHIP & MANAGEMENT COURSE - ROA Wj
JBUHILIARY LEADERSHIP & MANAGEMENT RESIDENT COU |2IF: CO-PILOT
JLUHILIARY MID-LEVEL OFFICER COURSE ROADSHOWY (D ;l GE
[ LHILIARY MID-LEWEL OFFICER RESIDENT COURSE (DCP, 4IF: FIRST PILOT
[BUHILIARY SEMIOR OFFICER RESIDENT COURSE (% COMA l2IF: OBSERYER
Ll |AIF: OPERATIONS WORKSHOP
[LIRCRAFT COMMARDER
L SSISTANT COMTAIMER INSFECTOR
il S SSISTANT FACILITES INSPECTOR
L SSISTANT HARBOR SAFETY SPECIALIST
=l SSISTANT LIFERAFT INSPECTOR hd|
Details for the last highlighted i Competency Details for the last highlighted Assigned Competency:
Shart Title f8PC Short Title JME
Reference [COMDTIMNST hi1E6790.1E Reference J-OMDTINST 1679530
Training Type Professional Development Training TYpe \Currency Maint. Tasks
Category LT Category BOAT

Title
AD TO M CMTCR) TECHRICIAN

FILTER: | FILTER: |

|Record: 1/70 [ <05C» [<DBGS |

Figure 10-3 Assignments Screen

5. Select the desired {competency} under Available Competencies, and then click .

The selected competencies are moved from the Available Competencies to Assigned

Competencies.
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10.2.2 Assign Tasks to Competencies
To assign tasks to competencies, perform the following steps:
1. From the TMT main menu, click the Assignments button.

ASSIGN TASKS TO COMPETENCIES
2. Click the button.

The Competencies Selection screen appears, similar to the following:

A Dracle Forms Runtime - [Assignments]
@ Action Edit Guery Clear Window ;[ilﬂ
Competencies | Azsignments I
Select Short Title: Competency Description Category

D = ADMINISTRATIVE PROCEDURES (APC) _ 4

O B [FDTONAVIGATION (WTCN) TECHMICIEN  |BOAT

N W ID T NAVIGATION YERIFIER: 08T

I~ jRCP IR CO-PILOT kIR

r ILIRCRENN LLIR CREW LI

| I IR FIRST PILOT PR

r LIROES [uIF OBSERVER LI

[ |RROPSAAMK-OB) JLIR OPERATIONS WORKSHOR LIRIT

N IRAC IRCRAFT COMMANDER IR

r LIH-CI SEISTAMT COMTAIMNER INSPECTOR =

[ |sux-EU ISSISTANT FACILITIES INSPECTOR ISEM

r P L-ER ILSSISTAMT HARBOR SAFETY SPECIALIST 1SEM

| . A ILSEISTAMT LIFERAFT INSPECTOR =

r LuL-ED ILSSISTAMT POLLUTION IMYESTIGATOR 1SEM

I JaneT PSSISTAMT POLLUTION RESPOMNSE SPECIALIZT 1SEM LI

Return to kenu FILTER |

[Record: 177 [ [ [<0SC> <DBG> |

Figure 10-4 Competencies Selection Screen
3. Select the check boxes for the {competencies} being assigned tasks.
The competencies are checked.
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4. Click the Assignments tab.

The Assignments Selection screen appears, similar to the following:

A Dracle Forms Runtime - [Assignments]
@ Action Edit Query Clear Window

Competencies | Assignments |
Shart Title

De=cription

Competency List:

Short Title

Available Tazks Categary Azsigned Tasks*

DISREMOLI

Mumreg Freguency

(I T I

Remarks

JP#IC) DISMOUNT AND REMOUNT [pOAT | JAcicrary maiNT e MiGHTT | Jarnoar

& £,C) MAINTAINED INSTRUMENT C [BIR AIR) EGRESS TRANNG-HGH 2 I JarnUaL

NG VERE [BCM) MAN OVEREOARD EVOLL FOAT AC) ANNUALWORKSHOP wTH i [ANNOAL
RUL £VIGATION RULES EXAM f5EN [

FC AINTANED CURRENCY TO CAR [BIR =

PFOSAIM [FAIC) PFD S FoaT [
FUACHIP: [FAAIC) COMPLETE & PRE-UNDERY BOAT = [
PUCOMPER: [FIC) PICK UP CONSCIOUS PERS BOAT [
FUACHI [COX) COMPLETE A& PRE-UNDERY BOAT iI [
LWCHR A= (M) ASSIST PRE-UNDERVAY (BOAT [
STNTO W) TAKE ANOTHER PiC IN 5 BOAT [
[IEAFF [BICMW) GE APFROVAL fEN [
[REPVIC[PWIC) GE APPROYAL = [
AR ACIFP) PERFORMED SAR PROCE[R | w| [

aRELYER THROUGH BUCH BIEMMIAL FLIGHT R

* RED means task cannot be removed

Return to Menu except by assigning unit.

| FILTER: |

FRM-40102: Record must be entered or deleted first.

[

Save Changes to Remarks

<05C» [<DBGS |

|Record: 1/4

Figure 10-5 Assignments Selection Screen

5. Click the Available Tasks being assigned, and then click .

The selected tasks are moved from the Available Tasks to the Assigned Tasks.

10.2.3 Assign Competencies to People
To assign competencies to people, perform the following steps:
1. From the TMT main menu, click the Assignments button.

ASSIGN COMPETENCIES TO PEOPLE

2. Click the

button.
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The Members Selection screen appears, similar to the following:

A Dracle Forms Runtime - [Assignments]
Action  Edit Query Clear “window =&l
embers | Agsighed Competencies I
Select  Member [d Last Hame First Mame ml | Suffix
u MW-{ 0540101 RIVIERA BEACH
[ [vseoss  BEL  eMEs W[ 0541511 HORTH EAST
| N RETEEE] [ECKERMAN DavID B 054140 OCCOGUAN
- [5ed57 [BRCOSTA MORMA N 0540604 GLOUCESTER
- [fe0z30 [EDAMS [BVTS - 054-09-09  BURLINGTOM
- [1177675 [RDAMS BEATRICE H 0541703 Tw0 GAITHERSEURG
- [ez023 DAMS DAVID F T 0541407 FREDERICKSEURG
[~ [1157574 DAMS GEORGE H 0541003 HAMPSTEAD
- [r150930 [BDAMS GLORIA F T 0541003 HAMPSTEAD
- [Hasz07 [BDAMS HEMRY P 054-07-04 BALTIMORE
I~ 15228 [EDAMS OHN R 0540504 TIDEWATER
- [Arie0 [BDAMS REBECCE [ O54-06-01  HAMPTON
- [5e478 [RDAMS ROBERT Wi 0540808 MONTICELLD
[~ [1156573 DAMS THOMAS [ 0541306 JOPPATOWN
- [1E7960 DAMS TLLIEM [ = [Ba1103 Twi GATHERSBURG
Select All | Return to Menu | FILTER |
Exclude Subunits |
[Recod: 1/7 [ [<05C> [<DBG> |

Figure 10-6 Members Selection Screen

3. Select the check boxes for the {members} being assigned competencies. If needed, use the
Filter button to shorten the list of members displayed.

The members are checked.
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4. Click the Assigned Competencies tab.

The Assigned Competencies screen appears, similar to the following:

% Assignments

tembers Assigned Competencies |
Memhber Id Last Mame First hame Ml Sutfiz Unit Number
Shiort Title Available Competencies i et
[4PC | ADMINISTRATRIVE PROCEDURES (AFC) i3 m;
ME AID TO MAVIGATION (MTCHY TECHMICIARMN
A AID TO MAVIGATION YERIFIER
AIRCP AR CO-PILOT
AIRCREW AR CREWY Ll
AIRFP AR FIRST PILOT
AIRCES AR DBSERVER Ll
AIROPSM-1 AR OPERATIONS WORKSHOP b
AIRAC AIRCREAFT COMMANDER
ATOMNK-14) JATORM [ ANV WORKSHOP il
ALKOP ALKOP
BB BASIC BOATIMG COURSE
BCCOK BOAT CREWY COXSWAIN
BCCREW BOAT CREW CREYWMEMBER
CoMWk-08)  |CAREER COUMSELOR WORKSHOFP ;l z

I'EI.I EI rlll‘ | rlll | E:TEI I“ITFI |III.IIIE FI FI I:I I: E EI I-I EI E : :: _

* RED means competency canndt be removed
except by assigning unit.

Return to benu

Figure 10-7 Assigned Competencies Screen
5. Select the desired {member(s)}.
The {member} selected is highlighted.
6. Under Available Competencies, select the {competencies} to assign.
The Available Competencies are highlighted.

7. Click .

The selected competencies are moved from the Available Competencies to the
Assigned Competencies, and are assigned to the selected members.
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10.3 Certifications

The Certifications button allows users to view individual certifications for crewmembers of a
unit and its subordinate units. To view certifications, perform the following steps:

1. From the TMT main menu, click the Assignments button.

CERTIFICATIONS
2. Click the button.

The Members Selection screen appears, similar to the following:

Members | Cetifications |
Select Members
tember [0 Last Hame % W ﬂ(—l
] -j |
r [
r [
r [
r [
r [
r [
r [
r [
r [
r [
r [
r [
r [
r [T 5
Selact Al | FILTER: |
Include Subunits | Return to Menu

Figure 10-8 Members Selection Screen

3. Select the check boxes for the {members} whose certification is being viewed. If needed,
use the Filter feature to shorten the list of crewmembers displayed.

The {member} selected is highlighted.
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4. Click the Certifications tab.

The Certifications screen appears, similar to the following:

Members  Cerifications |

Selected Members

ember Id Last Mame Firat Mame Ml Suffix Unit Mumber
All Uncertified Assigned Competencies Certifications
Reasaon Shor Title Description Description Cert Date

-

Return to Menu |

Figure 10-9 Certifications Screen
5. Select the desired {member}.
The {member} selected is highlighted.
6. Click the desired Uncertified Assigned Competencies.
The selected Uncertified Assigned Competencies are highlighted.

7. Click .

The selected {competencies} are moved from All Uncertified Assigned
Competencies to Certifications.

8. Click the Calendar button , select the {date}, and then click OK.
The Certification Date is entered and saved.
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10.4 Reference Tables

The Reference Tables button allows users to insert and delete the following: training type,
category, certification, frequency, reference manuals, notes, and task notes for reference. This
section provides instructions for performing these tasks. Only users with the HQ role will have
access to this screen. To access the Reference Tables feature, perform the following step:

) _ REFERENCE TABLES
1. From the TMT main menu, click the button.

The Reference Tables screen appears, similar to the following:

e Tables 3

LI ST

TRAINING TYPE | CATEGORY | CERTIFICATION | FREQUENCY | REF. MANUALS |

Description
T N |
|DrilvExercise
[General Training
|In|!ial Gualification
[Metaark-Based Lrng (NEL)
[POSUCR
|Pilot TagksiCompetencies
|F‘mTessiu:unaI Development
[workshops

| £

SAVE RETLURM TCr MENL DELETE

Figure 10-10 Reference Tables Screen

10.4.1 Training Type
To insert and delete training type descriptions, perform the following steps:

) _ REFERENCE TABLES
1. From the TMT main menu, click the button.

2. To insert a new {training type}, select the next blank text box on the Training Type screen,
enter the information for the new training type description, and then click Save.

The new training type is entered and saved.

3. To delete a {training type}, select the Training Type description to be deleted, and then
click Delete.

AUXDATA Overview Guide, February 26, 2008 Page 120



The Training Type description is deleted.

10.4.2 Category
To insert and delete categories, perform the following steps:

) _ REFERENCE TABLES
1. From the TMT main menu, click the button.

2. Click the Category tab.

The Category screen appears, similar to the following:

“riRefarence Tables

TRAINING TYPE ~ CATEGORY | CERTIFICATION | FREQUENCY | REF. MANUALS |
[AIR-MP [AIR MP
[BoAT [BoAT
|GEN | GENERAL
[ms [MARIME SAFETY
[RADIO |RaDIO
JUnNIT funrT
[vALID [VALIDATOR
| |
| |
| |
| [
[ [ =
SAVE RETURM TO MEMU DELETE

Figure 10-11 Category Screen
NOTE: To delete a category, skip to Step 4.

3. Toinsert a {new category}, select the next blank text box on the Category screen, enter the
information for the new category and description, and then click Save.

The new Category is entered and saved.
4. To delete a category, select the {category?} to be deleted, and then click Delete.
The Category is deleted.

10.4.3 Certification
To insert and delete certifications, perform the following steps:
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) _ REFERENCE TABLES
1. From the TMT main menu, click the button.

2. Click the Certification tab.

The Certification screen appears, similar to the following:

a1

THAININGT‘FF‘E| CATEGORY CERTIFICATION | FREGUEMCY i REF. MANUALS

Certification Status

\CERTIFIED
[NOT CERTIFIED hd

SAVE RETLIRMN TO MEMLI DELETE ‘

Figure 10-12 Certification Screen
NOTE: To delete a category, skip to Step 4.

3. Toinsert a {new certification}, select the next blank text box on the Certification screen,
enter the information for the new Certification Status, and then click Save.

The Certification Status is entered and saved.

4. To delete a certification, select the {certification status} to be deleted, and then click
Delete.

The Certification Status is deleted.

10.4.4 Frequency
To insert and delete frequencies, perform the following steps:

) _ REFERENCE TABLES
1. From the TMT main menu, click the button.
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2. Click the Frequency tab.

The Frequency screen appears, similar to the following:

75 Reference Tables
TRAINING TYPE |  CATEGORY | CERTIFICATION  FREQUENCY | REF. MANUALS |

months Desgription

Bi-Weaekly (Once every had waeks) =

1 [Wanthey

|2 [Bi-Marnthby {Once every two manths)

E [Gurarterhy

[ [Sermiannual

i6 [Sermiannual Sliding

f12 [&nnual Shiding

12 [&nnual =

f1z [#nnual 30 June

[24 [Biannual Shiding

[24 [Biennial

|36 [Triennial

EG [Triennial Sliding

{60 [Five Years

{60 [Five Years Sliding |
SAVE RETURN TO MENL DELETE

Figure 10-13 Frequency Screen

NOTE: To delete a frequency, skip to Step 4.

3. Toinsert a {new frequency}, select the next blank text box on the Frequency screen. Enter
the information for the month and description. Click Save.

The Frequency is entered and saved.

4. To delete a frequency, select the {frequency} to be deleted, and then click Delete.

The Frequency is deleted.

AUXDATA Overview Guide, February 26, 2008

Page 123



10.4.5 Reference Manuals
To insert and delete reference manuals, perform the following steps:

REFERENCE TABLES

1. From the TMT main menu, click the

2. Click the Ref. Manuals tab.

The Ref. Manuals screen appears, similar to the following:

button.

75 |REference Tahles
TRAINING TYPE |  CATEGORY | CERTIFICATION| FREQUENCY — REF.MANUALS |

COMDTINST M16500.1C Reference Rl
IAEDS TO NAVIGATION MANUAL - POSITIONING ICOMDTINST M1B5001C [F{el‘eren ce 1]
IALMLMRY BOAT CREW QUALIFICATION GUIDE, VOL. I CF\'EWHEEGOMDTINST M16794.52 [Refalsn ] 1]
|:AU}GLLARY BOAT CREW QUALIFICATION GUIDE, VOL. |; CREWME FCDMDTINST M16794.52 rﬂafa!an ce LJ
[AUMILIARY BOAT CREW QUALIFICATION GUIDE, VOL I, COXSWA|[COMDTINST M16794,52 |Reference =)
[AUMILIARY BOAT CREW QUALIFICATION GUIDE, VOL. I, COXSWA|[COMDTINGT M16794,53 |Reference =l
[AUILIARY BOAT CREW QUALIFICATION GUIDE, VOL. Ill, PWC OP [COMDTINST M16794.54 |Reference =l
[ALLILIARY BOAT CREW QUALIFICATION GUIDE, VOL. I, PWC OP |COMDTINST M16794 .54 |Reference  x|—
[ALRILIARY MANUAL |COMDTINST M16790.1E |Reference =
[ALBILIARY MANUAL |COMDTINST M16790,1E |Reference =l
|ALBILIARY MARINE DEALER VISITOR (MDW) MANLIAL |COMDTINST M16796.38 |Reference  x)
[ALBILIARY MARINE DEALER VISITOR (MDV) MANLIAL |COMDTINST M16796.38 |Reference =/
[ALILIERY OPERATIONS POLICY MANUAL |COMDTINST M16798.30 |Reference =l
[ALLILIARY OPERATIONS POLICY MANUAL |COMDTINST M16798.3D |Reference =l
IALBILIARY VESSEL EXAMINER MANUAL [COMDTINST M16796.2E IReference =l ~|

SAVE RETLRN TO MENU DELETE

Figure 10-14 Reference Manuals Screen

NOTE: To delete a reference manual, skip to Step 4.

3. Toinsert a new {reference manual}, select the next blank text box on the Reference
Manuals screen, enter the information for description, reference, and use the drop-down

menu to select the manual type, and then click Save.
The manual type is entered and saved.

4. To delete a reference manual, select the {reference manual} to be deleted, and then click

Delete.
The manual is deleted.
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10.5 Task Capture

The Task Capture button allows users to capture tasks and include eligible participants. This
section provides instructions for performing these functions. To access Task Capture, perform

the following step:

) ] TASK CAPTURE
1. From the TMT main menu, click the A button.

The Tasks screen appears, similar to the following:

A Dracle Forms Buntime - [Task Capture] M=

@ Action Edit Query Clear Window - | = |5|
Tasks | Task Capture
Click here to select the - = Click here if training
approprise raningtype: === | Ceney Meint Taske 7] type is not known: === wl
— SELECT TASKS TO INCLUDE IN TASK CAPTURE
Inciude Short Title Description Category
ﬂ 3 BIEMMIAL FLIGHT REVIEW =
o BLICY SLALOM FuyiC) WANELYER THROUGH BUCOYED SLALOM COURSE BoAT
l_ CISREMOUNT PC) DISMOUNT AMD REMOUNMT PWIC 1N DEEP YWATER BoAT
o C A MANTAIMED INSTRUMENT CLURREMCY LR
o AMOWERB Bk MAMN OVERBOARD EYOLUTION AS A RECOVERYPICKUP PER: BOAT
I_ iz ACICPUFR) MAIMTAIMED MIGHTTIME CURREMCY (IR
o UL AWIGATION RULES EXAM IEMERAL
|- FC AMTAINED CURREMCY TO CARRY PASSEMGERS (FAA) (IR
| FFOSIM PuCY PRD Suihg poAT
I_ PLANCHR WIS PiiC) COMPLETE A& PRE-UNDERWAY CHECK-OFF BoAT
o FUCONPERS PCY PICH, UP CORMSCIOUS PERSON AND TRAMSPORT TO SHORE | BOAT
| PLANCHK COR) COMPLETE & PRE-UNDERWAY CHECK-OFF poAT
o PLAACHKAST BCh) ASSIST PRE-UNDERWAY CHECK-OFF poAT
o FACSTHTOWY FuMiC) TAKE ANOTHER PWIC IN STERN TOwWY BoAT
l- JEAPP BCh) QE APPROMYWAL ISEMERAL j
Taszk IEMMIAL FLIGHT REYIEW
Description
Return to Menu | FILTER |
|Record: 1/ [ <05Cs [<DBG> |
Figure 10-15 Tasks Screen
10.5.1 Tasks
To select the tasks to include in the task capture, perform the following step:
1. Select the check boxes for the tasks being captured.
The tasks are checked.
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10.5.2 Task Capture

The Task Capture screen allows users to view tasks captured in the following time periods: Two
months, four months, or eight months. To select the tasks to include in the task capture, perform
the following steps:

) _ TASK CAPTURE
1. From the TMT main menu, click the A button.

2. Click the Task Capture tab.
The Task Capture screen appears, similar to the following:

*en Task Capture
Tasks Tazk Capture | Trainses |
Mewly selected task and those entered during the previous: = 2 Months 4 Marths " 6 Months
Radio Buttons Are Not Active Until Clicked.
Calendar

Description Instructor | DOuration | Completion B

ristrucior worksior ————————— Feorowaan e Jewaconiell &

[oPEraTIONS WoRKEROP  |[oRoURkE 1 [iomeveood fea| |

(CPERATICNS WIORKSHOP |PAINTER, BRUCE

TEAM COORDIMATION TRAIMIME P

(&2 COMPLETED REQUIREMENTS OF OPS POL MAN

INSTRUCTIONAL OR CHECK FLIGHT (IP/FE) FIRLEY [& 04-JUM-2004 | cal

INSTRUCTIONAL OR CHECK FLIGHT (IPFE) 22-JUn-2004 | cal

(&2 COMPLETED REQUIREMENTS OF OPS POL MAN FIRLEY I3 04-JUN-2004 | cal

(BCM) SIDE TOW EVOLUTION-DIRECTIASSIET 29-JUn-2004 | cal

(o) COMPLETE A PRE-UNDERYWAY CHECK-OFF 29-JUn-2004 | cal

(CO) RESCUE & PERSON FROM THE WA TER 29-JUn-2004 | cal

(BCM) STERM TOWY EVOLUTION-DIRECT/ASSIST 29-JU-2004 g i

ATOMNAN WORKEHOP LI 4 S0-JUL-2004 iﬂKJKJKJ

CAREER COUMSELOR WORKSHOP LI 4 28-JUL-2004 iliKJKJKJ T

Pog Irstr. Pop Dur. Populste Remarks -
Task DIMATION TRAIMN
Des LY Task(=) listed in orange (it any) are part of an approved activity log and cannot be aftered or deleted.
8 record shown with @ blue background means it is a selected record.
Copy Task Delete Task Save | g:tv;nk?ef\izs:ﬁm M il anm EI Refresh |

Figure 10-16 Task Capture Screen

NOTE 1: To view a list of tasks retrospective to two months, four months, and six months, click
the two Months, four Months, or six Months option buttons.

NOTE 2: To view a list of tasks completed within a specific time period, enter beginning and
ending dates in the Having Completion Date between section of the Task Capture
tab. Click the Refresh button.
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Select desired {description}.
The description is highlighted.

4. Enter the necessary information by pressing the TAB key after each entry or using the list
boxes when available, and then click Save.
The information is entered and saved.
. Caopy Tazk
5. To copy a task, click the button.
The Task highlighted is copied to the next available text box.
6. To delete a task, click the et Tesk A button.

The Task highlighted is deleted.

10.5.3 Trainees
The Trainees screen allows users to move

Eligible to Participate members to Participants (in a

unit and subordinate units) in the tasks captured. To select the participants to include in the tasks

capture, perform the following steps:

1. From the TMT main menu, click the

TASK CAPTURE
| button.

2. Click the Trainees tab.
The Trainees screen appears, si

milar to the following:

"en Task Capture

Tasks | Task Capture
Descriti

Trainees |

Completion Remarks

Task

Descrinti
e Task(=) listed in red (if amy) are
Eligible Paricipants
hember Id Member Hame

part of an approved activity 1og and cannot be atered

Lnit Mumber Participants
E -

[1173208 | [ADLER, DEMMIS W [130-03-03 |
1173516 | [ADLER, JANE M [130-06-06

1173453 | [#GNEW, DAVID D [130-02-04 »»
1169552 | [AGNITSCH, GERRY H [130-06-02 -
1160458 | [#HO, DAYID N 130-04-01

1180460 | [#HO, LIND& &, 130-04-01 <
1162063 | [SHERLUND, MARK D [130-02-01 -
1193615 | [ALBERT, JM 130-01-01

1193602 | [SLEXANDER, BART 130-07-05

1142126 | [ALEXANDER, JOHH M [130-01-07

1193599 | [ALEXENDER, JOHN M SR [130-01-02 |

Select Flotilla FILTER:

“our Unit &

Display Options

nd Subordinate Units Return ta kenu SEVE

[Default)

Figure 10-17 Trainees Screen

3. Select the description of the desired {task}.
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4. Click =21 to include all of the members as participants. If not all members participated,
select the desired {members}, and then click . If needed, use the Filter feature to

shorten the list of members displayed.

The member is highlighted and moved from Eligible Participants to Participants.

10.6 Task Maintenance

The Task Maintenance button allows users to insert, update, and delete active and inactive
tasks for a unit and/or subordinate units and return to the TMT main menu. Perform the

following steps to access the task maintenance feature:

_ _ TASK CAPTURE
1. From the TMT main menu, click the 1 button.

TASK Maintenance
2. Click the button.

The Task Maintenance screen appears, similar to the following:

A Oracle Forms Runtime - [Task Maintenance]

@ Action Edit Guery Clear Window o | = Iﬂ
Task Maintenance
@ ACTIVE  { INACTIVE
Short Title D escription
AIRCREW QUALIFICATION PROGRAM
| [EDMINISTRATIVE SPECIALTY [UAMIN] COURSE
[5F [AC/CREW/FP/CP/OBS) AREA FAMILIARIZATION COMPLETED
[AIROPS[wK-OE) [BIR OPERATIONS WORKSHOP
] [6IR DBSERVER QUALIFICATION COURSE
[sPC [EDMINISTRATIVE PROCEDURES (4<APC) COLURSE
[aTOMWE1 ) [ TON 2/ WORKSHOP
[a0<02 [BIT<LAMS - AUXILIARY LEADERSHIP & MGMT RESIDENT COURSE
[a0024 [BI<IDARY LEADERSHIP & MGMT ROADSHOW - PART &
L1028 LBAILIARY LEADERSHIP & MGMT ROADSHOW - PART B |
FILTER |
Training Tirne
Reference Categary [mmiiris] Training Type Frequency NumRed
|USCG AURILIARY | I initial Qualfication [Permanent
Remarks
I3
ENTER NEW TASK RETURN TO MENLU LIPDATE/DELETE
Fiecard: 1/7 | [<05C> KDEG: |

Figure 10-18 Task Maintenance Screen

3. Proceed to the following sections for instructions on performing the various duties in Task

Maintenance.
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10.6.1 Enter a New Task
To enter a new task, perform the following steps:

_ _ TASK CAPTURE
1. From the TMT main menu, click the A button.

_ EMTER MEW TASH
2. Click the button.

The Task screen appears, similar to the following:

%4 Task Maintenance

Task
Short Title ||—

Tazk Deszcription |
Category I vI

Training Time I [minutes)
Mumber Reguired I

Training Type | ;l

Active M

Freguency | =]

Reference Manual | SESRCH MANUALS I

Remarks |

SANE TASH RETURM TO MEMNU

Figure 10-19 Task Screen

3. Enter the required information by using the list boxes when available, press the TAB key
after each entry, and click Save Task.

The Task Maintenance screen appears and the task is entered and saved.
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10.6.2 Update a Task
To update a task, perform the following steps:

TASK CAPTURE

1. From the TMT main menu, click the button.

2. Select the desired {task} to be updated, and then click the

FDATEMDELETE

button.

The Task screen appears with the task information listed.

SAVE TASH

3. Enter the current information, and then click the

button.

The Task information is entered and saved, and then the Task Maintenance screen

appears.

10.6.3 Delete a Task
To delete a task, perform the following steps:

TASK CAPTURE

1. From the TMT main menu, click the button.

2. Select the desired {task} to be deleted, and then click the

UPDATEDELETE

button.

The Task screen appears with the task information listed.

DELETE TASK

3. Enter the current information, and then click the

button.

The Task information is deleted, and then the Task Maintenance screen appears.
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10.7 Competency Maintenance

The Competency Maintenance button allows users to insert, update, and delete active and
inactive competencies for a unit and/or subordinate units and return to the TMT main menu.

Perform the following steps:

1. From the TMT main menu, click the

COMPETEHCY Maintenance

button.

The Competency Maintenance screen appears, similar to the following:

£ Oracle Formz Runtime - [Competency Maintenance]
@ Action Edit Query Clear Window

=1=1x]

Competency NMaintenance

' ACTIVE " INACTIVE
Short Title D ezcription
AIRCRAFT COMMANDER
IsIRCP |sIR CO-PILOT
[sIRCREW l5IF CREW
IRFP IR FIRST PILOT
IROBS IR OBSERVER

IIROPS[WI-0E] JaIR OPERATIONS WORKSHOP

PO OMINISTRATIVE PROCEDURES [APC)

Reference

T ORAE-T4) IBTON S a0 WORKSHOP
jall-02 jalI<ILIARY LEADERSHIP & MANAGEMENT RESIDENT COURSE
L0248 PLEILIARY LEADERSHIP & MANAGEMENT COURSE - ROADSHOW

FILTER |

Categony Training Type

=l

|EG AL=ILIARY AIR OPERATIONS lﬁ.IFl

Furrencv Maint. Tazks

Remarks IN I

ENTER MWEW COMPETENCY |

RETURN TO MENU |

LPDATE/DELETE

Recard: 147 [ [

<05C: <DBG> |

Figure 10-20 Competency Maintenance Screen

2. Proceed to the following sections for instructions on performing the various duties in

Competency Task Maintenance.
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10.7.1 Enter a New Competency
To enter a new competency, perform the following steps:

. . COMPETENCY Maintenance
1. From the TMT main menu, click the button.

The Competency Maintenance screen appears.

_ EMTER MEWY COMPETENCY
2. Click the button.

The Competency screen appears, similar to the following:

% Competency Maintenance

Competency
Short Title [

Description [a1D TO MAVIGATION VERIFIER

Category I BOAT vl

Training Type | Currency Maint. Tasks =

Active M

Reference kManual |AIDS TO MAYIGATION MANUAL - POSITICNING SEARCH MANUALS |

Remarks IUSCG ALKILIARY

SAVE COMPETEMCY RETURM TO MEMU | DELETE COMPETERCY |

Figure 10-21 Competency Screen

3. Enter the required information by using the list boxes when available, press the TAB key
after each entry to move to the next text box, and click Save Task.

The Competency Maintenance screen appears, and then the competency is entered
and saved.

10.7.2 Update a Competency
To update a competency, perform the following steps:

. . COMPETENCY Maintenance
1. From the TMT main menu, click the button.

The Competency Maintenance screen appears.
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2. Select the desired {competency?} to be updated, and then click the

button.

FDATEMDELETE

The Competency screen appears with the competency information listed.

3. Enter the current information, and then click the

SANVE COMPETEMCY

button.

The Competency information is entered and saved, and then the Competency

Maintenance screen appears.

10.7.3 Delete a Competency

To delete a competency, perform the following steps:

1. From the TMT main menu, click the

COMPETEHNCY Maintenance

The Competency Maintenance screen appears.

2. Select the desired {competency} to be deleted, and the click the

button.

button.

PO ATEDELETE

The Competency screen appears with the task information listed.

3. Enter the current information, and then click the

DELETE COMPETEMCY

button.

The Competency information is deleted, and then the Competency Maintenance screen

appears.
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10.8 Reports

The Reports button takes users to the TMT Report menu, where reports can be run on either
individuals and/or units for the following: Training Status, Training Record, and Certifications.

To access the TMT Reports menu, perform the following steps:

1. From the TMT main menu, click the

REPORTS

button.

The Reports menu appears:

INDIVIDUAL

Training Status

Training Record

REPORTS

UNIT

Training Status

Training Record

Return To Menu

Cenrtifications

Certifications

Training Management

Figure 10-22 Reports Menu

10.8.1 Individual Training Status Report
Run an Individual Training Status report to retrieve an individual’s training status. To run this

report, perform the following steps:

1. From the TMT main menu, click the
The Reports menu appears.

REFORTS

button.
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Training Status
2. Click the & button under Individual.

The Individual Training Status parameter screen appears, similar to the following:

’EE Individual Training Status Report

Individual Training Status
Enter Report Criteria

Hame: || Search By Emp ID | Search By Mame

Date in Cycle: [23-J4N-2007 Calerdiar |

PDF v

Submit |

Return To Repart ey

Report Format:

Figure 10-23 Individual Training Status Parameter Screen

3. Use either the Search By Emp ID or the Search By Name button to enter the individual’s
{name} in the Name field. These buttons activate a list of values dialog box from which the

individual’s {name} is selected.
The {name} appears in the text box.

4. Use the button to define the Date in Cycle for the report.

NOTE: If the selected Date in Cycle is earlier than 2007, the report data will reflect currency
requirements in effect in 2006. If the Date in Cycle is 2007 or later, the report will

reflect existing currency requirements.

5. Click the (=] arrow, and then select the Report Format (either CSV or PDF) from the

resulting picklist.
6. Click Submit.

The Training Status Individual Report appears, similar to the following:
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Training Status Individual Report

013-11-02 WOODS HOLE FLOTILLA
UNITED STATES PATRIT AT, nOMILN A
3%. £ COAST GUARD

Competency ADMINISTRATIVE PROCEDURES (APC)
Currency of Competency  CERATIFIED

AUXILIARY Date in Cycle 23 JAN 2007

Member identifying data
intentionally obscured.

Tazk Current # Complete # Req'd _Cycle Due Date

ADMIMISTRATIVE PROCEDURES (AUXAPD) COURSE A 1

Competency AID TC NAVIGATION VERIFIER
Currency of Competency ~ CERTIFIED

1

=] Permanent

Tazk Current # Complete # Req'd _Cycle Due Date

A 1
A 1
IENT SYSTEM (NIMS 1S-T00 A 1

1
1

1

R R R Y W W R W PR R SR S R N S R R WA RS WY N v

=] Permanent
=] Permanent

=] Permanent

“Curent” fieki: ¥ - Yes = Current Cyele Requirements Completed
P - Pending = Previous Cycle Compieted & Current Not Yet Completed

M - No = Previous & Current Cycle Mot et Completed
Report run on:January 23, 2007 1255 PM

KEY: | "Cyoie” figld:  (C) Galendar - Due Date based on Jan 15t calendar year, (S) Sliding - Dus Date bassd on date last completsd

{Sliding tasks with a 12 month or leas frequency will ghow ag P during the last 60 days before they expire.)
(Sliding tasks with a frequency greater than 12 months will show as P during the 1ast 180 days before they expire)

Page 1

Figure 10-24 Training Status Individual Report Screen

NOTE: This report lists tasks by competency, and a color-coding scheme is used to indicate the
status of all listed tasks. Green text indicates the task’s requirements have been
completed for the current cycle. Black text indicates the task’s requirements have been
completed for the previous cycle, but the requirements for the current cycle are not yet
complete. Red text indicates the task’s requirements have not been completed for either
the current or previous cycle. The Cycle field indicates if the currency of a task is
based on the January 1 calendar year or based on a sliding scale, which means the due
date is based on the date the task was last completed. (C) indicates the currency is
based on the calendar years, and (S) indicates the currency is based on a sliding scale.

7. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L%l at the upper right-hand corner of the window.

The window closes, and then the Individual Training Status screen appears.

10.8.2 Individual Training Record Report

Run an Individual Training Record report to retrieve an individual’s training record within a

defined period. To run this report, perform the following steps:

REPORTS

1. From the TMT main menu, click the

The Reports menu appears.

button.
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Training Record

2. Click the button under Individual.
The Individual Training Record Criteria screen appears, similar to the following:

%5 Reports

Individual Training Record

Report Criteria

Name: I Search By Emp ID | Search By Name

Begin Date: I Calendsr |

End Date: IUB—DEC-2002 Calendar |
Report Format I FDF Yl

SUBMIT |

RETURM TO REPORT MEML |

Figure 10-25 Individual Training Record Criteria Screen

3. User either the Search By Emp ID or the Search By Name button to enter the individual’s
{name} in the Name field. These buttons activate a list of values dialog box from which the
individual’s {name} is selected.

The {name} appears in the text box.

4. Use the buttons to define a {Begin Date} and {End Date} for the report.

The selected {dates} appear in the text boxes.
5. Select the Report Format, either PDF or CSV.
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6. Click the Submit button.

The Individual Training Record report appears, similar to the following:

Individual Training Record Report

§ 130-07-08 HAYDEN ISLAND

P UNITED.STATES

PrRIRE COAST GUARD 1174174 ANDERSON, KENNETH
AUNILIARY

Begin Date: 12 APR 2002 End Date: 27 JLN 2002
Member 1174174 130-07-06 AMNDERSOM, KENMETH T
Duration

Task Imstriictor {hrs) Completion Dat  Remarks
(BCM) PASS A TOWLINE TO ANOTHER BOAT 1 10 APR 2002
(FWE) DISMOUNT AND REMOUNT PWC N DEEP WATER i 15 APR 2002
[PWE) MANEUVER THROUGH BLOYED S1A1 OM COUHRSE 1 0 JUN M2
MAVIGATION RULES QUALIFHCATION EXAM ] 2 JUN 2002

Figure 10-26 Individual Training Record Report Screen

7. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L1 at the upper right-hand corner of the window.

The window closes, and then the Individual Training Record Criteria screen appears.

10.8.3 Individual Certifications Report

Run an Individual Certifications report to retrieve a list of certified and non-certified
competencies associated with an individual. To run this report, perform the following steps:

1. From the TMT main menu, click the R button.

The TMT Reports menu appears.

Certifications

2. Click the button under Individual.
The Individual Certifications Report Criteria screen appears, similar to the following:

Individual Certifications
Report Criteria

Hame: || Search By Emp ID Search By Name

Report Format IPDF "I

SUBMIT |

RETURMN T2 REFORT MEMLU |

Figure 10-27 Individual Certifications Report Criteria Screen
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3. User either the Search By Emp ID or the Search By Name button to enter the individual’s
{name} in the Name field. These buttons activate a list of values dialog box from which the
individual’s {name} is selected.

4. Click the Submit button.
The Individual Certifications report appears, similar to the following:

f UNITED STATES Individual Certifications

COAST GUARD
AUXILIARY

130-07-06 HAYDEN ISLAND
1174174 ANDERSON, KENNETH T

Date Qualified Status Last Updated

31 MAY 2002
31 MAY 2002
31 MAY 2002
31 MAY 2002
31 MAY 2002
Mot Quafified 31 MAY 2002
PERSONAL WATERCRAFT OPERATOR M16794.54 Mot Qualified 31 MAY 2002
AID TO NAVIGATION VERIFIER 01 .JAN 1938 i 01 JAN 1998
INSTRUCTOR 01 AUG 1973 01 AUG 1973

Figure 10-28 Individual Certifications Report

5. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L%l at the upper right-hand corner of the window.

The window closes, and then the Individual Certification Criteria screen appears.

10.8.4 Unit Training Status Report

Run a Unit Training Status report to retrieve the training status of all individuals at a unit.
Subunits may also be included in the report. To run this report, perform the following steps:

_ _ REPORTS
1. From the TMT main menu, click the button.

The Reports menu appears.
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Training Status

2. Click the | button under Unit.

The Unit Training Status Criteria screen appears, similar to the following:

’:';fl IInit Training Status Report

Unit Training Status
Enter Report Criteria

Units): |1 70-03-05 WALDEZ FLOTILLA, j

Date in Cycle: |1 9-JaM-2007 Calendar |
Report Format: IPDF :I'

Return To Report Menu |

Figure 10-29 Unit Training Report Criteria Screen
3. Click the El button and, from the resulting picklist, select the {unit} to be covered by the
report. Users also have the option to include all subunits in the report.
The {unit} appears in the text box.

4. Use the button to define the Date in Cycle for the report.

NOTE: If the Date in Cycle is earlier than 2007, the report will display the report in terms of
currency rules in effect in 2006. If the Date in Cycle is 2007 or beyond, report data
will reflect 2007 currency requirements.

5. Select the Report Format, CSV or PDF.
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6. Click Submit.
The Training Status Unit Report appears, similar to the following:

Training Status Unit Report

- UNITED STATES HOCDS HOLE FLOTILLA AND ALL SUB-UN
&g‘; : COAST GUARD Date in Cyele 23 JAM 2007

AUXILIARY

Employes D 11CA2Z7  FullName  4oi, SAS A g « |Member identifying information

intentionally obscured.
Competency AID TO NAVIGATION VERIFIER
Currency of Competency CERTIFIED
current & Complate # Req'd  Cycle Due Date
1 1 P Pefmansnt
¥ 1 1 P Parmnanent
SYSTEM (NS 1E- Y 1 1 P Permansnt
Competency BDAT CREW CREWMEMBER
Currency of Competency CERTIFIED
Current & Complete # Aeq'd Cycle Due Date
1 1 4-A1G) IN-DEC-2009
1 1 = Permansent
IS 1 1 P Permansnt
2 1 S-A10H AN-DEC-2010
P 12 A[C) N-DEC-2007
. e el A —_—
s ——— — o Pr— ——

KEY: | "Cycie” field: () Galendar - Due Date based on Jan 1at calendar year, (3) Sliding - Due Cate based on date kst completad
"Cument” figkd: Y - Yes = Current Cycle Requirementas Completed
P - Pending = Previoug Cycle Completed & Current Mot Yet Completed
{Sliding tasks with a 12 month or less frequency will ehow az P during the last 60 daye before they expire.j
{Sliding tasks with a frequency greater than 12 monthz will show as P during the last 180 days before they expire )
N - No = Previous & Current Cycle Mot Yet Compieted

REQort run on.January 23, 2007 1255 PM Page 1

Figure 10-30 Training Status Unit Report Screen

NOTE: This report lists tasks by competency, and a color-coding scheme is used to indicate the
status of all listed tasks. The report key shown at the bottom of the figure above
explains the color-coding scheme.

7. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L1 at the upper right-hand corner of the window.

The window closes, and then the Unit Training Status Criteria screen appears.
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10.8.5 Unit Training Record Report

Run the Unit Training Report to retrieve training records for individuals in a unit within a
defined period. Subunits may also be included in the report. To run this report, perform the
following steps:

) _ REPORTS
1. From the TMT main menu, click the button.
The Reports menu appears.
Training Record
2. Click the button under Unit.

The Unit Training Record Report Criteria screen appears, similar to the following:

%8 Reports

Unit Training Record
Report Criteria

*Far reazonable repott lencth use cycle of no more than 1 month.

Select Unitis) to view in report:

! [l
Begin Date: || Calendar |

End Date: I‘I?—JUL-QDDQ Eeleren |
Report Format IPDF 'I

SLBMIT |

RETURMN TO REPORT MEMLU |

Figure 10-31 Unit Training Record Criteria Screen

3. Click the El button and, from the drop-down list, select the {unit} on which to run the
report. Users also have the option to include all sub units in the report.

4. Use the buttons to define a {Begin Date} and {End Date} for the report.
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5. Click Submit.

The Unit Training Record Report appears, similar to the following:

4 Unit Training Record Report
UNITED STATES
W COoAST GUARD 130-07-06 HAYDEN ISLAND
AUXILLIARY Begin Date: 02 APR 2002 End Date: 25 JUN 2002
Full Name: 1174174  ANDERSON, KENNETH T Unit Number: 130.07.06
Duration
Task Inatruction {hrs) Completion Date Remarks
(PAWC) DESMOUNT AMD REMOUNT PWE IN DEEP WATER 1 15 APR 2002
PWC) MANELIVER THROUGH BEROYED SLALOM COURSE 1 10 JUN 2002
NAVIGATION RULES QUALIFICATION EXaM 1 12 JUN 2002
Full ame: 1183318 BALL, ROSE M Unit Number: {30-07-06
Duration
Task instrucion {hrs) Completion Date Remarks
(PWC) TESRECHNT AMD REMOUNT PWE IN DEEP WATER 1 15 APR 2002

Figure 10-32 Unit Training Record Report

6. When finished with the report (for example, printing, saving to disk for later use), close the

report by clicking the L1 at the upper right-hand corner of the window.
The window closes, and then the Unit Training Record Criteria screen appears.

10.8.6 Training Management Report

Run a Training Management report, for a selected unit, to display the currency status of unit

members in regard to competencies and tasks. The report shows the unit’s task currency
information in the following sort sequence:

o Competency

. Tasks assigned to the competency

o Frequency with which the task must be performed to remain current
. Member name

Color coding graphically indicates an individual’s currency status on each task. Specifically, the
report, in PDF format, displays task completion dates in different background colors to denote

different currency statuses. Currency statuses include the following:

o Current

. Current but within three to six months of expiration
. Current but within two months of expiration

. Expired/overdue.
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Similarly, a color-coded background behind the member’s name signifies whether the
individual’s certification status is REYR (Recertification for Failure to Meet Yearly
Requirements) or REWK (Recertification required for Failure to Attend Required Workshop).

To generate this report, perform the following steps:

1. From the TMT main menu, click the

REFORTS

The TMT Reports menu appears.

Training Management

button.

2. Click the

button under Unit.

The Unit Training Record Report Criteria screen appears, similar to the following:

‘g Training Management Report

Unit Training Management
Enter Report Criteria

Select Unit(s) to view in report:
| =
Date in Cycle: IDS—AUGQDUS Calendar |
HOTE:
Task: |1 'I 1: All Tasks
2: Currency Maintenance Tasks

Report Format IPDF 'I

SUBMIT |

RETURMN TO REFORT MEMU |

Figure 10-33 Unit Training Management Report Criteria Screen

{unit} to be covered by the report.

Date in Cycle field in DD-MMM-YYYY format.

All Tasks or 2: Currency Maintenance Tasks.

To select the {unit}, click the EI button for the Select Unit(s) picklist, and then click the

Use the button to select a Date in Cycle for the report, or enter a {date} in the

At the Task drop-down, click the El button, and then select one of the following options: 1:

NOTE: PDF is currently the only report format available, due to the extensive color coding
displayed in the report.

AUXDATA Overview Guide, February 26, 2008

Page 144



6. Click Submit.

The Unit Training Record Report appears, similar to the following sample:

Training Management

BANGOR
Date in Cycle: 31-JUL-20035

Competenoy  BOAT CREW CREWMEMBER
Tack (BCM) ASEIBT FRE- {BCM) MAN (BCM) GE (BCM) BIDE TOW | (BCTM) BTERN TOW OFERATIONS TEAM

UNDERWAY OVERBOARD APFROVAL EVOLUTION- EVOLUTION- WORKEHOP COORAMMATION
CHECE-OFF EVOLUTION IRECT/ABSIET DIRECT/ASSIET TRAINING
WORKEHOP
Frequenoy annunl Anraanl Fve Yeora Anrual Anraal Annual 30 June Five ¥ears
HName Completed Completed Completed Completed Completed Completed Completed

ALICE LAMBERT

DAVIDE KELLOGE

RAMDAL CARR

ROEBERT DECEBERE
ROEERT ¥YOUNG

Figure 10-34 Unit Training Record Report

NOTE: The report displays color keys (not shown in Eigure 10-34) for all color coding used to
depict task currency status and certification status (REYR or REWK).

7. To close the report, click the > at the upper right-hand corner of the Adobe Reader window.

The window closes, and then the Unit Training Management Report Criteria
parameter screen appears.

10.8.7 Unit Certifications Report

Run a Unit Certifications report to retrieve a record of certified and non-certified competencies
associated with individuals at a unit. Subunits may also be included in the report. To run this
report, perform the following steps:

REPORTS
1. From the TMT main menu, click the button.

The Reports menu appears.
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2. Click the

Certifications

button under Unit.

The Unit Certifications Report Criteria screen appears, similar to the following:

n Reports

Unit Certifications
Report Criteria

Select Unit(s) to view in report:

I - |
Report Format IPDF "'I

SUBRIT |

RETURMN TO REPORT MEML |

Figure 10-35 Unit Certifications Report Criteria Screen

3. Click the El button and, from the drop-down list, select the {unit} on which to run the

report. Users also have the option to include all sub units in the report.

4. Click Submit.

The Unit Certifications report appears, similar to the following:

@M UNITED STATES
= 5> COAST GUARD
1= TS
L

AUXILIARY

Name: 1172517 CARON, EDWIN U
Competency

BOAT CREW COXSWAIN

BOAT CREW CREWMEMBER

Name: 1169848 CARON, SHIRLEY R
Competency
BOAT CREW COXSWAIN

BOAT CREW CREWMEMEER

Name: 1172445  COLE, SHIRLEY L

Competency

ADMINISTRATRIVE PROCEDURES (AFC)
BOAT CREW CREWMEMBER
COMMUMNICATIONS WORKSHOP

Unit Certifications
130-11-01 BOISE

Unit Number: 130-11-01

Date Qualified Status Last Update
Not Qualified 24 JUL 2000
24 JUL 2000 Qualified 24 JUL 2000

Unit Number: 130-11-01

Date Qualified Status Last Update
Not Qualified 24 JUL 2000
24 JUL 2000 Qualified 24 JUL 2000

Unit Number: 130-11-01

Date Qualified Status Last Update
Mot Qualified 01 JAN 1984
Mot Qualified 03 JUL 2000
Mot Qualified 08 APR 1999

Figure 10-36 Unit Certifications Screen
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5. When finished with the report (for example, printing, saving to disk for later use), close the
report by clicking the L1 at the upper right-hand corner of the window.

The window closes, and then the Unit Certifications Criteria screen appears.
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11. SECURITY

All USCG Auxiliary members are now required to complete a Security Central Users (SECCEN)
Personnel Security Questionnaire upon application to the Auxiliary. Members will retain an
“Applicant” status until all security requirements are met. Applicants will be designated either
Direct Operations (DO) or Operational Support (OS), depending on the competencies they are
certified in.

AUXDATA allows data entry, maintenance, and reporting of security investigation data for U.S.
Coast Guard Auxiliary members. This section describes how to use the Security forms in
AUXDATA when processing security investigations for existing and new members.

11.1 Accessing the Security Forms

The security forms are available only to users who have been assigned DIRAUX and SECCEN
user roles. Having either of these roles will allow the user to see the Security button at the top-
center of the AUXDATA main menu.

The Security button will appear either green or red. A green Security button indicates no

security action is necessary, although the user may still open the Security tab. A red Security
button (as shown in the figure below) indicates security action is necessary. To determine the
nature of a required security action, click the Security button, and then open the Security tab.

A,

Figure 11-1 Security Button

Member

11.2 The Security Tab
Both the DIRAUX and SECCEN users utilize the Security tab.

e The DIRAUX user completes/updates the initial security information and indicates,
on the Security tab, when the security paperwork is ready for the SECCEN to begin
processing.

e The SECCEN user completes work and indicates on the Security tab that additional
DIRAUX action is required, for example, to update a member’s status.

The Security tab uses a system of colored buttons to indicate when DIRAUX and SECCEN
action is required. When a button is red, user action is required. When a button is green, no
action is required. Generally, clicking on a red button generates an on-screen listing of members
requiring action.

The following sections describe how the DIRAUX and SECCEN use the Security tab.
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11.2.1 DIRUAX User

This section describes how the DIRAUX user updates a security record for a member in
AUXDATA. To display the Security tab, start at the main AUXDATA menu. Click the

The Security tab appears, similar to the following:

8 SECURITY =] FS3
Security | fermker Status | Reports |
Empl ID: Search | I— Unit: I
Member Hame: Search | | | | |
Member Status: |
Place of Birth City: State: Country:

I I States | I Countries I

Mother's Maiden (Last Hame): I
SECCEH revd from DIRAUX: I AL I
I DO requested by CG Authority? SECCEH forwarded to OPM: I Ea |
I _ . SECCEN verified
OPCONs I I
_I Previous Information T CoET T Gl
DIRAUX MEMBER Date: I CaL DO Status: I vl
REQUIRED OPTION
Agency: I .l I—
: il I
I j I j DO Status Date:
Lewel: I vl
05 Status: I VI
DIRAUX subm to SECCEN: I CaL | 05 Status Date: I e

MlEnL | Cancel | Save |

Figure 11-2 DIRAUX View of Security Screen

NOTE: The three colored buttons shown in the figure above are visible only to a user assigned
the DIRAUX role, because these buttons relate only to DIRAUX actions.

VTET I U TITA TS

AUXDATA Overview Guide, February 26, 2008 Page 149



To complete the DIRAUX section of the form, perform the following steps:

1. If the user intends to update the record of a specific member, use the “Seareh | fynction to find
the member’s security record.

o Click the =2 ] pytton for Empl ID or Member Name to launch an LOV that will
display all members within the member’s district.

e If necessary, use the wildcard search function to narrow the list of members.

e Select the desired {member} from the LOV by double-clicking on the {name/1D}.
(Alternatively, click the {name/ID} to select it, and then click OK.)

The member’s Security tab record appears.

2. To generate a list of members requiring DIRAUX processing, click any of the three buttons
in Table 11-3 below, if the button is red.

NOTE: A red button indicates DIRAUX action is required. When a button is green, no
DIRAUX action is required. Clicking a green button generates no list because no
DIRAUX actions are required.

Table 11-1 Security Tab Action Buttons

Click Button... Generate List of... Take Required Action to...
Existing members who received a DO On Security tab, set DIRAUX
BB | unfavorable and an OS favorable security | Required and Member
investigation Option fields to OS.

Pending members for whom SECCEN has
provided a DO or OS status, and ... Update member status in

!‘ ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, accordance with SECCEN’s

unfavorable status from SECCEN

_ Members having incomplete Member Determine Member Option
Option field and select it on Security tab.

Clicking a red button generates a list of members requiring DIRAUX processing or
other action.

3. On the list, click the member’s {name} to populate the Security tab with the member’s
{security information}.

4. After retrieving a member’s {security record}, complete/update the personal information
fields, such as Place of Birth, and so forth. If the member appears on one of the lists
described in the table above, complete the required action.
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5. Complete the fields in the bottom left block:

e Check the DO requested by CG Authority? check box if the member is expected to
be designated DO in the future and his/her designation is currently displaying as OS
in the DIRAUX Required field.

e |f the member had a security investigation in the past, complete the Previous
Information fields.

e Finally, enter the date in the DIRAUX subm to SECCEN field to notify the
SECCEN that the member is ready for him/her to process.

6. Click Save.

11.2.2 SECCEN User

This section describes how the SECCEN user updates a security record for a member in
AUXDATA. To display the Security tab, start at the main AUXDATA menu. Click the

The Security tab appears, similar to the example in the figure below. In the example,
the DIRAUX has completed the left side of the form. The dashed red line indicates

fields to be completed by the SECCEN user. The red SB[y tton indicates that
other members are ready for SECCEN processing.

*m SECURITY _ O] =]
Security | Member Status | Reports |
Empl ID: Search | | 1002754 Unit: | MERRIMACK RIVER FLOT
Member Hame: Search | | SHANNON | RICHARD | T |
Member Status: | EXISTING
Place of Birth City: State: Country:
I BOSTOH I MA States | I us Countries |
Mother's Maiden (Last Hame): I 1= = —
SECCEHN rcvd from DIRAUX: I dap |

[~ po requested by CG Authority?

|

| SECCEH forwarded to OPM: I %L |

| OPCONS . . | SECCEH verified I—

_I Previous Information I previous security info: dar
DIRAUX MEMBER Date: I JCaL | DO Status:

REQUIRED OPTION

IOS j Ino j Agency: I ]v DO Status Date: I _Q:,y
LMI:I 7] osstatus: | |

1
DIRAUX subm to SECCEH: | 0972072004  CAL I 0S Status Date: I— JAL'
' secoe Action. '
J 1
hdenu | Cancel | Save |

Figure 11-3 SECCEN View of Security Tab
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NOTE: The SECCEN Action button is visible only to users assigned the SECCEN role.
Conversely, the three colored DIRAUX action buttons are not visible to a user granted
only the SECCEN role.

To complete the SECCEN portion of the Security tab, perform the following steps:

1. If the user intends to update the record of a specific member, use the “Seaeh | function to find
the member’s {security record}.

o Click the =] pytton for Empl ID or Member Name to launch a LOV that will
display all members within the member’s district.

e If necessary, use the wildcard search function to narrow the list of members.

e Select the desired {member} from the LOV by double-clicking the {name/ID}.
(The user can also click the {name/ID} to select it, and then click OK.)

The member’s Security tab record appears.
2. To generate a list of members requiring SECCEN action, click the red I ) con.
e The button will generate a list of members requiring SECCEN action.
e On the list, click a member’s {name/ID} to select it.
The member’s Security tab information appears, similar to Eigure 11.3 above.
3. Complete the fields in the bottom right block (fields outlined in red in Figure 11.3).
4. Click Save.
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11.3 Member Status

Use the Member Status tab to view information on a selected member, such as current certified
competencies, and to update a member’s status and the unit he/she is assigned to. This screen is

shown in the following figure:

'ou SECURITY Hi=1E3
Securty  MemberStalus | Repons |
"'+'I'
Status ” Enroliment |ﬁ:§
Empld | 4111504 Status | BO Date [ 15.0c1-1996 Date | 15-0CT-1
Unit 2 | 1400224 Unit Hame: | GUAM
Last | RICHARDSOH First | HAHCY P - - m| N
Occ | Birthdate | 23MAY-A957 | e | F;:;Eu"::::
A LS -
| P O BOX 2067 o[ &) T AsT
Add2 | [EAX | (6 4772478 -
city | HAGATHA State | GU Zipcode | ggg32-
Emall | teddyi@kuentos.guam.net Email2 |
Current Member Certifications
I I =
| I
I I
I I
| I =

ien |

Figure 11-4 Member Status Screen

AUXDATA Overview Guide, February 26, 2008

Page 153



11.3.1 Updating a Member’s Status

Only DIRAUX users can update a member’s status. To update a member’s status after the
SECCEN has indicated either a DO or OS status, perform the following steps:

1. Click the Update Status button.
The Update Member Status screen appears, similar to the following:

"i;g Update Member Status

Memhber D Last MName First Mame Middle Initial ~ Suffix
[1115021 |RICHARDEOMN [MAMCY [c

Current Status Mew Status Date Mewy Status

| BQ I CAL -

Enter the new status date, change status and press Save.
Hote: Member Requested Disenrollment and Unfavorable Security Disenroliment status changes
effectively remove an individual from AUXDATA, a process known as "archiving.”

cCancel Save

Figure 11-6 Update Member Status Screen
2. Enter a {New Status Date}, and then select from the drop-down menu a new {status}.
3. Click Save.

11.4 Security Reports

The Reports tab of the main Security screen takes the user to the security Reports menu, from
which the Security Tracking Report and the DO Unfavorable Report may be launched.
Additional security reports will be available in the near future.
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11.4.1 Security Tracking Report

Run a Security Tracking Report to retrieve member security data entered through the Security
screen and to determine member security status. To run this report, perform the following steps:

1. At the main Security screen, click the Reports tab.
A Reports menu appears, similar to the following:

v SECURITY
Security I Member Status Fepors |

Security Tracking

DO Unfavorahle

MEnL |

Figure 11-7 Reports Menu
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Security Tracking

2. On the Reports tab, click the button.
The Security Tracking Report selection (parameter) screen appears, similar to the
following:

%a SECURITY_REPORT

For Official Use Only
Security Tracking Report

Unit Number
0 AUKILIARY MATIORAL UMNIT

Format
IPDF a Submit

Optional Filters

Filter 1 Filter 2 Filter 3

valgﬁetgkzz [Mo Fitter | [N Fitter | [N Fitter =]

Testto run | 7 o | 7 e 7

Value to |
compare against I I

WARNING: All dates should be entered as DD-MMM-YY i.e. 12-MAR-04

When using statements with hath an "AND" and an 'OR’, the two filters that are
Back | joined by an "OR" will be evaluated first

i.e. Filter 1 OR Filter 2 AND Filter 3 becomes (Filter 1 OR Filter 2) AND Filter 3

Figure 11-8 Security Tracking Report Selection Screen

3. Select the {unit} from the Unit Number drop-down in the top left of the screen. For
District-level users, only the user’s district will appear on the Unit Number menu. For
National-level users, all units will be available from the Unit Number menu, including the
National unit and all District-level units.

4. Use the Format drop-down to select the {format}, either PDF or CSV, in which to generate
the report.

5. The selection screen provides three filters to define the criteria for selecting member records
to appear on the Security Tracking Report. Use Filter 1 to define the first selection criterion.
Select the {item} to be filtered (Last Name, for example) from the Value to be checked
drop-down.

6. At the Test to run drop-down for Filter 1, select an {option} (for example, Equals). These
options may vary with the particular Value to be checked selected in the previous step.
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NOTE 1: Selecting Is Empty as the Test to run will return only persons (member records) for
whom that particular value is not filled in. Choosing Is Empty does not require a
Value to compare against (Step 7).

NOTE 2: Selecting Equals will return only records where the Value to be checked equals the
specified Value to compare against. When selecting Equals, the user must select a
Value to compare against in Step 7.

7. Enter the Value to compare against in the last box under Filter 1. For example, if the user
selected Last Name as the Value to be checked, Equals as the Test to run, and Smith as the
Value to compare against, the Security Tracking Report would show security records for all
members with the last name of Smith.

NOTE 1: All dates should be entered in DD-MMM-YY format; for example, 12-may-o4.

NOTE 2: The data appearing on the sample Security Tracking Report, Figure 11-9, illustrates
values (and data formats) that could be entered in the Value to compare against
drop-down.

8. Use up to two additional filters (Filter 2 and Filter 3) to further refine the record selection
criteria, if desired. Complete these filters in the same manner as Filter 1.

9. When using more than one filter, select from the And/or drop-down between the filters.
Selecting Or between two filters will return member records that satisfy either of the two
filter criteria. Selecting And will return member records that satisfy both criteria.

NOTE: When all three filters are combined with both And and Or connectors, the two filters
that are joined by an Or will be evaluated first in selecting member records to appear
on the report.
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10. Click the

Submit

button.

The Security Tracking report appears, similar to the following:

UNIT NO!

201402
20201
20201
20201
20201
20201
20201
0120204
020205
0120206
0130206
0120206

AUXILIARY

¥ LUNITED STATES
2 COAST GUARD
'._"‘. |

EMPLID LASTNAME FIRSTHAME M
1207843 WHITCOMB WILLIAK W
1142073 ABBOTT DANIEL H
1142142 MAXNER JAMES

1142039 MORTON KEITH G
1195858 MICHOLAS ROMALD L
1146415 REINER BERNARD
1142064 WEEKS WILLIAK W

1142182 DESROCHERS RICHARD A
1141940 JOHNSON ROBERT E
1143670 ARMBTRONG  WILLIAM

1134821 DEHNE WOLF-DIETER R
1193203 RAYNOR TOM R

DIR REQDMER ROSTDIR SLIEM

Do
Do
Do
(a5}
Do
Do
Do
Do
Do
Do
Do
Do

Do
Do
Do
Do
Do
Do
Do
Do
Do
Do
Do

14-DEC-04
19-DEC-03

18-DEC-03

25FEB-04
18-DEC-03
22-JUN-04

For Official Use Only
Security Tracking Report
0 AUXILIARY NATIONAL UNIT

SEC RCV SECFWDOPM 05 STATDATE OS STAT

14-DEC-04  14-DEC-04
25-MAY-04

25-MAR-M

22-JAN-04
2-MAY-04

01-JUL-04
16-JUL-04
fa-ALIG-04
0A-JUIR-O4

DE-NOV-04

FANORABLE

DO STAT DATE DO STAT

14-DEC-04
20-0CT-04
18-MAY-04
16-AG-04
08-NO-04
10-JUN-04
20-0CT-04
3-JUL-00

06-AIIG-04
12-A1G-04
13-BEP-04
08-A11G-04

FAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE
UNFAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE
FAVORABLE

Figure 11-9 Security Tracking Report Screen

PREV DATE PREV AGENCY PREV LEWEL

14-DEC-04

A-JUL-00

14-JAK-81

Dss

oPM

oPM

OTHER

NAC

NACLC

NACLC

NAC

11. When finished with the report, close it by clicking the L%l at the upper right-hand corner of

the window. Closing the report will return the user to the Security Reports selection

(parameter) screen.

11.4.2 DO Unfavorable Report

The DO Unfavorable report displays members who received an Unfavorable result on a security
investigation, along with any competencies removed because of the security investigation. The

report is sorted first by unit, then member within unit.

To generate the report, perform the following steps:

1. At the main Security screen, click the Reports tab.

The Reports tab opens, displaying the security reports available.
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DD Unfavorabile

2. On the Reports tab, click the button.

The DO Unfavorable report appears, similar to the following sample report:

UNITED STATES Members Set_to DO Unfavorable and
COAST GUARD Compelencies Removed (If Any)
AUXILIARY As of: May 4, 2005 1:04 PM

UNIT # EMPL| LAST NAME FIRST NAME COMPETENCY STATUS

081-05-05 1184037 MILLER MAX BOAT CREW CREWMEMBER NOT CERTIFIED SECURITY

081-05-05 1208129 ZIMMERMANN DUSTYN

081-05-05 1208188  ZIMMERMANN LINSEY

081-07-01 1194743  SUGAREK WILLIAM

114-04-03 1174933  DENSMORE RICHARD BOAT CREW COXSWAIN NOT CERTIFIED SECURITY
PERSOMAL WATERCRAFT NOT CERTIFIED SECURITY
OPERATOR

114-09-05 1148066 KOCHER JAMES BOAT CREW COXSWAIN NOT CERTIFIED SECURITY

Figure 11-10 DO Unfavorable Report

NOTE: The report does not produce real-time data. Data is generated from a nightly run,
which also rescinds any competencies granted members having a DO Unfavorable
security investigation.
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ACTIMITY LOG

ATON PATROL (BOAT)

RESOURCES

PICK LIST

SELECT
RESOURCE

START TIME

ENTER TIME/DATE
PER FORMAT
SHOWN

ACTIVITY

PICK LIST

LI

b

STATUS

PICK LIST

e

A

SUB-ACTIVITY

PICK LIST

OPS

PICK LIST

L

ATON

PICK LIST

SUB-MISSIONS

FEDERAL

PICK LIST

QPERATION

AS DIRECTED

¥

FICK LIST

OPCON

DISTRICT
NUMBER

Page 1 of 4

Balact fadlity by clicking on it. Selected
fecility s highlighted s Blue

Enter MISSION START Date-Time-Group (DT3E)
Format le 0D HHMI MON ¥YYY

Example: § February 2002 at 00 would be
antered as OB 0920 FEB 2002

U = Undensay

A= ALPHA

OPS = Operations

ATON Patrel

Choloas are!

BRIDGE - Bridge Adrmintstration
FEDERAL - Faderal Alds to Nevigation
PRIVATE - Private Alde to Navigation

GOTO

ACTIVITY LOG
DETAILS

4 March 2002, Rewislon 1

Figure A-1 ATON PATROL Workflow Page 1
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ATON PATROL (BOAT)

DETAILS
MISSI0ON
CETAILS

LOCATION
ASSIETS
BATROL STATUS
WATERS

L
M - -
ASSE&EN . PlCk LIsT Select crew members by highlighting thelr names.
SELECT CREW HIMT: Use *Search for Person® by typing their last
WMEMBERS neme anly In the window,

v

ACTION

Use the = button to move selected crew membsers

MOVE SELECTED | fromlefitoright
CREW MEMBERS HINT: Do mot use the == button which mowes

FROM LEFT TO chisip e
RIGHT

v

ACTION

Click on the  key and select appropriate positon,
SELECT |.&. coxswaln, boat crew member, etc. for each
CREW POSITIONS crew member selectad

SAVE

TASKS > SELECT TASKS
TASH CARTURE
Select only if training oc- AL APPROPRIATE

curred. Otherwise skip and go GO TO PAGE 3
to Activity Logs, page 3

Fage 2 of 4 d March 2002, Fevishon 1

Figure A-2 ATON PATROL Workflow Page 2
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TASHK CAPTURE

ATON PATROL (BOAT)

ACTION

INSTRUCTOR
DURATION IN HOURS
DATE COMPLETED
REMARKS

v

ACTION

MOVE ELIGIBLE TO
PARTICIPATE

FROM LEFT TO RIGHT

ENTER GRADE

ACTIVITY LOGS

ACTIHON

COPY WITH
CREW

START TIME

ENTER TIME/DATE
PER FORMAT
SHOWMN

ACTIMVITY

FICK LIST

EOm

X

STATUS

i

FICK LIST

c

Enter the name of the instructor.
Enter durston in whole hours.
Enter date completad.

Enter any remarks

Highdight ellgible members and move them
to the rigint.

Enter MISSION END Date-Time-Group (OTE)
Format iz DD HHMI MOM YYYY

Example: 8 February 2002 at 0820 would be
entered as 08 0920 FEB 2002

ECM = End of Mission

—.‘l Sub-Actity

C = CHARLEY

Page 3 af d

GO TO PAGE 4

4 March 2002, Revislon 1

Figure A-3 ATON PATROL Workflow Page 3
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ATON PATROL (BOAT)

SUB-ACTIVITY PICK LIST
ECM ECM = End of Migsion
MISSION FICK LIST
MG ENTRY
REQUIRED
SUB-MISSIONS PICK LIST
MO ENTRY
REQUIRED
OPERATION FPICHK LIST
AS DIRECTED
L J
OPCON PICK LIST
DISTRICT
MNLUMBER

Highlight the ratsslon shown in the®Unapproved
Activitias” window you want 1o approve by
APPROVALS clicking on the approgriate line. Remember to
highlight both the START MISSION line as well
as the EMD OF MISSION line.

Click on UP and the mission is moved to the
“Approved Acthdties" window.

Page 4 of 4 4 March 2002, Revision 1

Figure A-4 ATON Patrol Workflow Page 4
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PUEBLIC EDUCATION (PE)

ACTIVITY LOG

RESOURCES ) Salact the unit reporting
LUMIT
L
| Enter MISSION START Date-Time-Group (OT3E)
[ LUl ] i E“FT,EHH ;('J":?Eh"i?ni Format ls B0 HHMI MON YYYY
SHOWN Example: § February 2002 st 030 would be
[ entered as OB 0820 FEB 2002
ACTIVITY PICK LIST
UPE UPRE = Conduct Public Education course
3
STATUS FICK LIST
A A= ALPHA
SUB-ACTIVITY PICK LIST
UPE UFE = Conduct Public Education course
L
UPE UPE = Conduct Public Education course (04)
SUB-MISSIONS el Ly
ENTER
COURSE CODE For COURSE CODE see listing on pege 3
OPERATION PICK LIST GO TO
) . ACTIMITY LOG
AS DIRECTED DETAILS
¥
QRGN BICK LIST
DISTRICT
MUMBER
Page 1af3 4 March 2002, Revision 1

Figure A-5 Public Education Workflow Page 1

AUXDATA Overview Guide, Month XX, 2007 Page A-6



PUBLIC EDUCATION (PE)

ACTVITY LOG ENTER
DETAILS
Sae Mote 1
an page 3

c EEW PICK LIST Select crew members by highlighting thelr names.
aldele il 5.0 HIMT: Uze *Search for Person® by typing their last
SELECT CREW name cnly In the window,
MEMBERS
ACTION Ui the = button to maove selected crew members
MOVE SELECTED from left 1o right.
CREW MEMBERS HIMT: D meat uze the == bution which moves
FROM LEFT TO every ane bo the right
RIGHT
ACTION Click on the * key and select appropriate positon,
SELECT e, INSTRUCTOR, ASSISTANT INSTRUCTOR,
CREW POSITIONS atc for each crew member selected

| DOES NAT APPLY X
1O PE — s APPROVALE

Pege 2of 3 4 March 2002, Revison 1

Figure A-6 Public Education Workflow Page 2
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PUBLIC EDUCATION (PE)

Public Education Course Codes:

B1oL Baoating Skills and Seamanship (10 w013-L)
B13L Baating Skills and Seamanship (13-L)
Ba&L Baating Skills and Seamanship (6-L Core)
arn Boating Skills and Seamanship (7 1o 8L)
BCN Basic Coastal Mevigation (8-L)

Bac Boating Safely (4-L)

AN Advanced Goastal Mavigaton [14-L)

MEA Maticnal Boerd Authonzed 1 Lesaon (1-L)
OWT Om The Water Training

PEABC Americas Boating Course

PEBF Baating Fun

PEGPS Global Positoning Systam

PESF Salling Fundamentels

PEWE ‘Waypolnts Course

PWC Personal Watercraft Courss

STATE State Bosting Course

SAlLING Let's Go Salling

Hote 1: Public Education Details:

Public Education Detalls are entered only at the last dass sesslon of the course belng taught. But do enter the
nurmniber of HOURS taught after every dase sesshon for the duration of the course.

Mumber of Enrclless

Tatal Nurnber of Graduates

State Boating Course

Tatal Numiber of Enralless 17 and under

Tatal Nurnber of Graduates 17 and under

State Clasa Taught in (Tweo letter abravation of the State)

Page3of 3 4 March 2002, Revision 1

Figure A-7 Public Education Workflow Page 3
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RADIO MISSION - MARINE PATROL (RADIO)

ACTIVITY LOG

RESOURCES

BICK LIST

SELECT
RESOURCE

START TIME

ENTER TIME/DATE
PER FORMAT
SHOWHN

ACTIVITY

PICK LIST

TRANS

STATUS

FICK LIST

ki

A

SUB-ACTIVITY

FICK LIST

RADOE

L

FICK LIST

ALEMP

SUB-MISSIONS

PICK LIST

RADIKD

PICK LIET

OPERATION

AL DIRECTED

¥

PICK LIST

OPCOM

METRICT
NUMBER

Page 1 of 3

Highilight facility by clicking on It
Highlight Iz blue

Enter MISSION START Date-Time-Group (OT3E)
Farmat iz DO HHMI BON Y¥YYY

Example: 8 February 2002 at 00 would be
entered as OB 0920 FEB 2002

TRAMS = On Watch

A= ALPHA

RADOP = Radio Operations

AUXME = Marine Patrols (04, 02, 03, 28, 33, 53)

RADIG = Radio Support for Operational Misshons

GOTO

CREW
ASSIGMMENTS

4 Mardn 2002, Revison 1

Figure A-8 Radio Mission Workflow Page 1
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RADIO MISSION (RADIO)

e ::é_ﬁ:‘: e PICK LIST Select crew members by highlighting thelr names.

SELECT CREW HIMT: Use “Search for Person® by typing thedr last
MEMEBERS name only In the window.
st Uee the = button to move selected crew members
MOVE SELECTED from left 1o right.
CREW MEMBEERS HINT: Do not use the == bulton which moves
EROM LEET TO) evary ane to the right
RIGHT
ACTION

Click on the ¥ key and select NOT APPLICABLE
SELECT [only cholce)
CREW POSITIONS

L
ACTIVITY LOGS ACTION
CORY WITH
CREW
¥
END OF
MISSIOM TIME ENTER TIMEDATE Enter MISSION END Date-Tima-Group (OTG).
FER FORMAT Fermat ts DD HHMI BMOGN ¥
SHOWN
END OF MISSION
Eabd
© CHARLIE ] SUB-ACTIVITY
G0 TO PAGE 3
Page 2of 4 8 February 2002, Original

Figure A-9 Radio Mission Workflow Page 2
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RADIO MISSION (RADIO)

SUB-ACTIVITY N T
EMD OF MISSION
EOM
L
MISSION | PICK LIST
MO ENTRY
REQUIRED
F
SLB-MISSIONS PICK LIST
ND ENTRY
RECQUIRED
L
OPERATION FICK LIST
A% DIRECTED
¥
DISTRICT
MUMBER

Highlight the ratesion ehaown inthe
"Unapproved Activities” window you want to
APPROVALS approve by dicking on the appropriate line.
Remember to highlight both the START
MISSION line as well as the END OF MIS-
SIGN line.

Click on UP and the misslon ks moved to the
“Approved Activities® window.

Page 3af 3 4 March 2002, Revison 1

Figure A-10 Radio Mission Workflow Page 3
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ACTIVITY LOG

SAFETY PATROL (BOAT)

FICK LIST

RESOURCES

SELECT
RESOURCE

b

START TIME

ENTER TIMEI/DATE
PER FORMAT
SHOWN

ACTIVITY

PICK LIST

LNy

b

STATUS

FICK LIST

!

A

SUB-ACTIVITY

FICK LIST

oPs

FICK LIST

N

ALIXME

SUB-MISSIONS

PICK LIET

SAFETY

PICK LIST

ORERATION

AL DIRECTED

¥

FICK LIST

OPCOM

DISTRICT
NUMBER

Page 1 of 4

Select fadlity by clicking on it. Selected
fecility ks highlighted is blue

Enter MISSION START Date-Time-Group (DT3)
Format s DD HHMI MOMN ¥YYY

Exemple: & February 2003 at 0830 would be
entered as 0B 0920 FEB 2002

UMY = Underway

A= ALPHA

OPS = Operations

AUXME = Augiliary Marine Patrcill

GO TO

ACTIVITY LOG
DETAILS

4 Mardh 2002, Revision 1

Figure A-11 Safety Patrol Workflow Page 1
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SAFETY PATROL (BOAT)

ACTVITY LOG ENTER
DETAILS

MISSI0N

CETAILS

LOCATION
ASSIETS
PATROL 8TATUS
WATERS

b

CREW PICK LIST . .
AESIGNMENTS Select crew members by highlighting their names.
SELECT CREW HINT: Uge *Search for Person” by typlng thelr last

WMEMBERS name oty Inthe window.

v

ACTION

Uze the = bulton to move selecied crew members
MOVE SELECTED from left to right.

CREW MEMEERS HINT: Do mot use the => button which moves
FROM LEFT TO Gl L L
REGHT
e Click on the ¥ key and select appropriate positicn,
SELECT I.e. coxswaln, boat crew mamber, atc. for each
CREW FOSITIONS crenw member selected

SELECT TASKS

TASK CAPTURE
Select only if training oc- AS APPROPRIATE

curmed. Otherwige skip and go GO TO PASE 3
o Activity Logs, page 3

Page 2 of 4 4 barch 2002, Revision 1

Figure A-12 Safety Patrol Workflow Page 2
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TASK CAPTURE

SAFETY PATROL (BOAT)

ACTION

INSTRUCTOR
DURATION IN HOURS
DATE COMPLETED
REMARKS

v

ACTION

MOVE ELIGIBLE TO
BARTICIPATE
FROM LEFT TO RIGHT

ENTER GRADE

ACTIVITY LOGS

ACTION

COPY WITH
CREW

START TIME

EMNTER TIME/DATE
PER FORMAT
SHOWN

ACTIVITY

PICK LIZT

EOM

b
STATUS

i

PICK LIST

c

Enter the name of the instructor.
Enter duration in whole hours.
Enter date completed.

Enter ary remarks

Highlight aligible members and move them
tor thee right.

Enter MISSION END Date-Time-Group (DTE)
Format iz DD HHMI MOMN YYYY

Example: 8 February 2002 at 0820 would be
entered as 08 0920 FEB 200&

EOM = End of Mission

—F| Sub-Actity |

& = CHARLEY

Page 3 of 4

GO TO PAGE 4

4 Mardh 2002, Revislon 1

Figure A-13 Safety Patrol Workflow Page 3
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ATON PATROL (BOAT)

SUB-ACTMITY

FICK LIST

EOM

MISSION

FICH LIST

MO ENTRY
REQUIRED

SUB-MISSIONS

PICK LIST

MO ENTRY
REGUIRED

OPERATION

PICK LIST

AS DIRECTED

OPCON

g

FICK LIST

MSTRICT
MUMBER

APPROVALS

Page 4 of 4

ESM = End of Mission

Highlight the misslon shown in theUnapprowved
Activities” window you want to approve by
clicking on the approprate line. Remember o
highlight bot the START MISSION line as well
as the EMD OF MISSION line.

Click on UP and the mission ks moved to the
“Approved Acthities” window.

4 March 2002, Revislon 1

Figure A-14 Aton Patrol Workflow
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VESSEL SAFETY CHECK (V5C)

ACTIVITY LOG

RESOURCES FICK LIST MNOTE: Foracomplete listing of the “Pick
Lists” go to Table XX in this document or
URIT “List of Values” on the screen.

3

E'T*“?IL’,ETGP ENTER TIMEIDATE
FER FORMAT
SHOWN
ACTVITY PlCk LIST

UAAS LINIT ADM

b

STATUS FICK LIST
A ALFHA
SUB-ACTIVITY PICK LIST

LAAS UMIT ADM

L
MISSION FICK LIST

WVSC

SUB-MISSIONS PICK LIST

FE PRIVATE BOAT

OPERATION FICK LIST

DISTRICT
NUMEER

e

Figure A-15 Vessel Safety Check Workflow
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VESSEL SAFETY CHECK (VSC) cont

ACTWTY LOG
DETAILS
3
CREW ASSIGN- PICK LIST

MENTS
SELECT CREW
MEMBERS

v
ACTION

MOVE SELECTED
CREW MEMBERS
FROM LEFT TO
RIGHT

¥

ACTION

SELECT
CREW POSITIONS

L
TASKS
DOES NOT AFPLY
FORVFCa | G0 TO ACTIVITY
LOGS

Figure A-16 Vessel Safety Check Workflow Continued
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APPENDIX B
PRINTING REPORTS THROUGH THE CITRIX SERVER
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Users can print reports as well as save them to their local computers through the CITRIX server.
Use the following link to access the Citrix server: http://auxdata.uscg.gov/html/launch/citrix-
ica/auxdataprod.ica. If any problems occur while trying to access the link from this document,
copy and paste the link into the address line of a Web browser.

To print reports through the CITRIX server, perform the following steps:
1. Logonto AUXDATA, and then select Reports.

T Orache Foams Runlime

Schion Edlt Query Cleat  'Window

JTB s coasm cissn wmuer

A Activity Logs

35,000 men and women who donate their
time and expertise to support the Coast Guard
and improve boating safety.

JT8] 115 cossr cusso sammer

Figure B-1 AUXDATA Reports Button
2. Select Email Directory.

£ fleacha Fomms Furdioe - 15]
doton [ Quey Cew
I ALDOAIS Repants
REPORTS
Aty Logs | setmgtiwitetna |
Aissract of Opessiions. | vy samogList |
iy UV L i 1 L iy B o How §
Crow tdesny Toee | Doy |
Rasoueces by pioits | nciarveay Actwty s Crevw |
o |
S R ey
\"'ll-m-l"/| hewy mysine | e |

Figure B-2 E-mail Directory
3. Select the appropriate {flotilla}, and then click Submit.
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http://auxdata.uscg.gov/html/launch/citrix-ica/auxdataprod.ica
http://auxdata.uscg.gov/html/launch/citrix-ica/auxdataprod.ica

fein 0t Qe o

B F mail eeciony Repart

Figure B-3 Selecting Flotilla
4. Select File, and then click Print.

daton 8 Qoery [l Yyedow

By e [T Eid 3

Mama D o
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Mapadens | =gt
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Carma

]

e e
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Pyt e

i
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Smerte g

e g e e S D ek
Tyt

il oy
T
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Vil |
— N b & - e from
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At S S dvented achuimll_drictory BAMBRCRL SOOI 407 3 o 'ﬂ [ )
e Gl Es e Bfon =& b | B A Wi
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et PANT Lt AR THL3-02 ARCHORAGE FLOTILLA
S TRATHET T
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Figure B-4 Print Command
The Print dialog box opens
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5. Select the default printer, select the desired {number} of copies, and then click OK.
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Figure B-5 Printer Dialog Box
The selected report is printed.
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Figure B-6 Print Progress

AUXDATA Overview Guide, April 24, 2007

Page B-4



6.
appropriately, and then click OK.

In order to save the report to a local PC, select File, click Save as, name the file
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| Links |
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Figure B-7 Saving File to PC
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